Connecticut Department of Transportation — COMPASS User Guide

COMPASS USER GUIDE

By

The Office of Architectural, Engineering and Construction Applications

Issued November 2019 Version 1.0 Page 1 of 140



Connecticut Department of Transportation — COMPASS User Guide

Table of Contents
INTRODUCTION TO COMPASS ... .ottt et bbb bbbt ee e eees 8
SECTION 1 OFFICE 365 LOGIN INSTRUCTIONS ... .o 8
1.1 (@3 1ot ST To | o [ USSR 8
111 SIGN-IN NAIME .ttt b b 9
1.1.2 SIGN-INPASSWOIT .......viiiiiiiiicce ettt e be e s beeteenbesaeeneenre e 9
SECTION 2 TRUSTED SITES ...ttt san e ae s 9
SECTION 3 PROJECT SITE PERMISSIONS ......ooiiiiiiiee et 12
3.1 Permissions Groups DEFINEA.. ..o e 12
3.11 SITE OWNEIS GIOUP.....eiuieiiitiitiste ettt b bbbt bbbt 12
3.1.2 SItE MEMDEIS GIOUP ...cvveveeiieiie et sttt st sttt e s te e beste e e e besseeseesteeneeseestaesresnen 13
3.1.3 SItE CONIACIONS GIOUP.....cvititeieteiet ettt bbbttt b e 13
3.14 SItE VISITOIS GIOUP....uviiiiticiie ittt sttt ettt et e et a e besae e e e besseestesbeeneesbeetaestesnen 13
3.15 Site Permissions SUMMArY TabIe .........coviiiiiiiiee e 13
3.2 Setting Up Site PErmMISSIONS GIOUPS .....cveuierirreriirieriesiesieieseesessessestesiesteseeseesessessessessessesseseeeesens 14
3.21 SITE SEHINGS GRAN .....cueiiieiieiiite ettt ettt bbbt n e 14
3.2.2 ST SEHINGS URL ...t 17
3.23 RESLICLE EIEMENTS. ...t 17
3.3 Accepting an Invitation (EXIErnal USEIS)..........cooiiiiiiiiiiiiiisise e 18
SECTION 4 ACCESSING COMPASS ...ttt 19
SECTION 5 COMPASS LANDING PAGE .....coiiiitt et 20
5.1 SEArCHING TOF PrOJECES ....veiviiiicii sttt sttt 20
SECTION 6 PROJECT LANDING PAGE ...ttt 21
SECTION 7 PROJECT DASHBOARD .....oooiiiiie ettt 22
7.1 Accessing the Project DashDOAIT. ..........c.cviiiiiiiiiiieee e 22
7.2 Project DashDOard CONTENTS.........ceiiieiiieieiiese et 23
SECTION 8 PROJECT DETAILLS ..ottt 24
8.1  Accessing the Project Details PAgE ........ccccovviiiiiiiiiie e 24
8.2 Project Details CONTENTS. .......cviiiiriiiteie et 24
T S - | OSSOSO 25
8.3.1 Editing Project Staff ..o e e 25

Issued November 2019 Version 1.0 Page 2 of 140



Connecticut Department of Transportation — COMPASS User Guide

8.3.2 Project Staff FEATUIES .......ocveeiieeiee e 28
8.3.3 Contacting a Member of the Project Staff.............coooiiiiiii e 28
8.4 Project COMMUNICALION. .....cuiiiiiiitesie ittt sttt bbbttt bbb n e 28
SECTION 9 SUBMITTAL/TRANSMITTAL APPLICATION.....ccoiiiteiet et 29
9.1 APPIOVAL IVBETTIX ...ttt sttt b ettt b e 30
9.11 Approval Matrix Submittal TYPe OWNETS.......cc.oiviieiiiiiieree s 30
9.1.2 APProval MatriX CC LIST.....c.oiiiiieiiieiie ettt ene 31
9.2 CONLraCtor INVITATIONS ........cciiiiriiier ettt 32
9.21 Sending an INVITALION .........cviiiiicc ittt sbesra e resre s 32
9.2.2 ACCEPLING AN INVITALION .......oiiiie e e s 32
9.3 Project Item NUMDET LiSt........cocoiiiiiieieieisiie s 32
9.4 Creating a New Submittal in COMPASS .......ccooiiiiiee e 32
9.5 SUDMIttAl OWNET / APPIOVET ....c.eiiiteieieeie ettt bbbttt 35
9.6 PrOCESS ASSIONMENT ...ttt sttt s et b e be st et e b e e s e e b e e b e e beebenbesbenbennene e 35
9.6.1 INTTIAI REVIBW ...ttt ettt n e 36
9.6.1.1 Incomplete SUDMITIAL ...........coiiiieie e e e 36
9.6.2 Individual Reviewer (Owner / APProver ONY) ......cooicieiiiiiie e 37
9.6.2.1 Individual Reviewer — Expedited APProval.............cccocviiieiiiniiiiicie e 37
9.6.2.2 Individual Reviewer — Standard REVIEW.............ccoreiiiiiiiiiiee e 38
9.6.3 ASSIGNING REVIBWETS. ...ttt bbbttt 38
0.6.3.1  DUEB DAIES.......ceoeeeriiiieiieii et 38
0.6.3.2  OrUer OF REVIBW ...ttt bbbttt 39
0.6.3.3  REVIEW COMPIBLE ... .ocuiiiiiiie ettt ettt et se e s te e esbeebeebesreeseesteens 39
9.6.4 Bluebeam STUTIO SESSION..........cciiiiiiiiiiii s 39
9.7 Using Bluebeam to ReVIeW SUDMILEALS .........ccccviiiiiiiiieieeesse e 39
9.71 Bluebeam STUAIO SESSION..........ocviiiiiiiiiie b 40
9.7.1.1  Start Bluebeam StUdio SESSION .......cccviiiririiicicicece e 40
9.7.1.2  Work in Bluebeam Studio SESSION..........ccoiiiiiiieiiiiere e 41
0.7.1.3  REVIEW COMPIELE ..ottt 43
9.7.1.4  Review and ACLION STAMPS .....c.eoiiiieieeie ettt sttt ee et e eesreeneenee e 45
9.7.1.5 Finalize Bluebeam Studio SESSION .........cciiiiiiiiiiieicieese e 45
9.7.1.6  Reconcile Bluebeam Studio Session COMMENTS..........c.ccvrerirererieieeieesese e 45

Issued November 2019 Version 1.0 Page 3 of 140



Connecticut Department of Transportation — COMPASS User Guide

9.7.2 Checking Out Documents to BIUEDEAM ..........cooiiiiiiiicic e 45
9.7.2.1  Set-up Bluebeam AdmiNiStrator SETNGS........ccceoveveiririreresese e 46
9.7.2.2  Checking Out Documents to BIUEDEAM ...........c.ccveviiiiic i 47
9.7.2.3  Multiple Users Checking Out to SharePoINt............ccooiiiiiiiinciciceeeee e 48

9.7.3 Bluebeam AttaChment TOOI ..........cciiiiiiiiiii s 49

0.8 SAVE @ DFAML. ... 50
9.9 ReViSe and RESUDIMIT. ..ot 50
9.10  Revising and Replacing @ File ..o 51

9.10.1  Opening and Downloading @ File .........cccooiiiiiiiiecic e 51

0.10.2  ReVISING A FIIE ..ceeiiie e e ettt ns 53

9.10.3  Shop Drawings and WOorking DIaWINgS ..........ccceeereeiieininininesieseseeeeesese e 53

0.10.4  REPIACE FHlE .o ettt nrears 54

911 SeNd BACK 10 OWNET ...ttt bbbttt bbb 56
912 Ball-IN-COUIM STATUS ....c.vovitciiieiste et 56
9.13  Navigating the S&T Table ........ccoiiiiee e 56
9.14  Complete SUDMITEAL .........cviiiiie et 57
D15 COMIMENES ...ttt bbbt bbbt et bt s b e s bt b e e b sb e e b e e b e e bt e b e nb e e e e nbe et e enrenre s 57
00 00 R @0 01 =T ) I o SRS 57
9.15.2  Comment POP-UP WINAOWS .......ociiiiiieiiite ettt ettt st srene 58
Q.16 DOCUMENE SEOMAGE ... e veeuteteeieeteste ettt sttt e sb et b e bt et b e s bt et e b sb e e s e e b e s bt e st b e e b e sreeb e e nnenre s 58
0.16.1  DOCUMENt STOrAgE SECUITIES ....cviiviiti ettt ste ettt sre st be e reste e e sreans 59
9.16.2  VEISION HISOIY .....iiiiiiiieictiiteet ettt bbbttt 59
9.17  Delete @ SUDMITEAL..........coiiiii b 62
SECTION 10 PROJECT MENU .. ..ottt sttt nee e 63
SECTION 11 DESIGN INITIATED CHANGE ORDERS.........ccooi it 64
11.1  Uploading DCOS t0 COMPASS ..ottt et 64
11.2  Sharing DCO Documents With CONEFACTOrS...........cciiiieieieiiise e 67
11.3  ReVISEd SNEELS — DCO ...ttt 71
11.3.1  MICTOSTALION PrOCESSES ....c.veviteititeteieeiee ettt sttt bbb sae b 71
11.3.2  BIlUEDEAM PrOCESSES.......ccuiiiiiieieit e 71

11,4 NEW SNEEES — DCO ...ttt bbbttt b ettt bt nnen s 72
11,41 MICIOSTAtION PrOCESSES ......eviieiiteteiieieeies ettt 72

Issued November 2019 Version 1.0 Page 4 of 140



Connecticut Department of Transportation — COMPASS User Guide

11.4.2  BlUEBDEAM PrOCESSES ..ottt et 73

11.5  New Subset ReqUIred — DCO ..ot 73
[1.6 VOIAING SNEELS ......oiiiieiieiiiiiti ettt bbbt e bbbt b b eeneas 73
11.7  DCO SPECIAI PIrOVISIONS......ccutiiiititiiiiieieeeie sttt sn e 73
11.8  DCO Memorandum from Design t0 CONSLIUCTION........c.ooveieiiiiiiisie e 74
SECTION 12 EXECUTIVE DASHBOARD .....ooiiiiiiiit ettt 74
SECTION 13  MS PROJECT SCHEDULE .......ccooiiie e 75
13.1  Software LiCENSE REQUITEMENTS. ........ooveieiiiriiiiesiisie et 75
13.2  EXisting MS Project SChEAUIES ..........ccoiiiiiiiiirece s e 76
13.3  NeW MS Project SChEAUIES........coiiiiiieieice e s 76
13.4  Working with MS Project — DeSKLOP AP ....vivviiriirierieieieieisese st 77
13.4.1  Configuring MS Project COMPASS Profile.........cccooiiiiiiiiieic e 77
13.4.2  Opening @ ProjeCt SCNEAUIE .........ocueiiieieieese e 79
13.4.3  Publishing @ SChEAUIE ........c.ocviiiie e et nre s 80
13.4.4  Checking in @ SChedUIE..........cco i 81

13.5 Working with MS Project from COMPASS.........coooiiiieee e 81
13.5.1  Open MS Project from a COMPASS Project Site ........cccoviiiriniriieiese e 81
13.5.2  Edit an MS Project Schedule in the O365 WED APD ....cooveiiiiieiiiecicce e 82
13.5.3  Publish Updates to an MS Project SChedule...........coviiiiiieiieic et 83
13.5.4  Open MS Project from COMPASS PWA SItE ......cccoieiiiiiiiniie e 83
13.5.,5 Reassigning MS Project Schedule OWNErShip........cccciviiiiieiieic i 85
SECTION 14  BEST PRACTICES ... .ottt sttt sttt st et 87
14,1 BUSINESS PIOCESSES.......iuveiieeiiteiistestete ettt ettt ettt b et b et b et b b et bt en b anas 87
14.2 NaMING CONVENTIONS ....cuviiiiiiitiitiite ittt bbbt b et sbennen e 87
14.3  Revising Working Drawings & ShOp DraWingS.........cccererieinineneneneneseneeesesesie e 87
14.4  Revise and ReSUDMIt COMMENTS .......oviiiiiiiiiiirieste e 87
SECTION 15 FREQUENTLY ASKED QUESTIONS.......coiiiiiiii e 88
15.1  COMPULET REQUITEIMENTS .....ouiiiiiieieireee ettt nrenn e 88

I TSt I TV o USSR SSTRSSP 88
15.1.2  SOFtWare REQUITEMENTS ......c.e ittt ettt neeseesneeneenneas 88

152 MaximUM FIlE SIZE.......ooeieee ettt st re et e sra e srennee 88
SECTION 16 TROUBLESHOOTING ......oiiiiiiiit ittt 88

Issued November 2019 Version 1.0 Page 5 of 140



Connecticut Department of Transportation — COMPASS User Guide

16.1 COMPASS Access TroubleSNOOtING TIPS .....c.viiiiiiiiireieieises e 88
16.2  RESEL O365 PASSWOIT ......oouiiiiiiiiiiiteieerei ettt bbb b b nnen s 89
16.3  MiSSING OFFICE 305 ADPPS ..vvviiiitiitiitiieieietesit sttt sttt bbbttt st b e 89
16,4 LOAAING PIOJECLS ...ttt ettt nnenn e 90
16.5 MS Project Button D0OES NOt WOTK ......c..oviiiiiiiiie e e 90
16.6  BlUEDeam STUIO SESSIONS ........oiuiiiiiiieicice e 90
16.6.1  Bluebeam Studio Session Finalization PrOCESS...........cccieiriiiiiiiiiisersee e 90
16.6.2  Bluebeam Studio Session EXPiration Date ...........cccccoeveieiiniinine e 91
16.6.3  Restoring Archived Bluebeam Studio SESSION ..........ccceeveieiieic i 92

16.7  Bluebeam / Internet EXplOrer INtEgration ..........cccooevirerieiniinisesese e 95
16.7.1  Edits not Saving iN COMPASS ..ot 95
16.7.2  PDF Documents Not Opening in BIUEDEAM ............c.ccoviiiiiiieic e 96

16,8 INCOITECT OWNET ...ttt et h et b e e sr e b e sr e s e e n e s ne e nenr e e e e nreanes 97
16.9  INCOMTECt INFOIMALION ......viiciitcit et 98
16,10 FOIOWING PrOJECT SIEES ......iviiiiiieiteeiete st 98
SECTION 17 DATADICTIONARY —S&T TABLE ... 99
SECTION 18  SUPPORT ...ttt sttt st sttt ettt et e st e e be e sbeesbeesneennaeanes 100
18.1  Construction District COMPASS SMES..........ccoiiiiiiieiiesee et 100
T N = O A o] o] [T L1 o SO 100
APPENDIX A: TRAINING RESOURCES........cooi ettt s 101
APPENDIX B: DATA SOURCES AND COMPUTATIONS ..o 102
APPENDIX C: MICROSOFT PROUJECT ...ttt sttt st s 103
A, Microsoft Project File SEBLUD ..ccuiiiiii ettt sre s 104
B. Basic Microsoft Project FUNCLION ..ot 109

i, Scheduling TerMINOIOQY ......c.coiiiiiiiiiiice ettt e be et s reenresre e 109

ii. Task Relationships (Predecessors and SUCCESSOIS)........ccveveereriirierenienieeeeeisiesiesie e eenes 110

iii. Adding, Renaming, Indenting or Deleting @ Task .........ccccceivrieiiiiieeienireeereee e 112

T N (o 1] o - T I TS OSSR 112

D, RENAMING @ TASK. ... ittt bbb 112

C.  Outdenting and INAENTING.........cuiiiiiee ettt enee 113

0. DEIEING 8 TASK ...ttt ettt 114

iv. Adding and Adjusting DUFALIONS ..........cccovueiiriiieeieereeseesee e sie e e e sreesreesreeseeeneeeseee e 116

Issued November 2019 Version 1.0 Page 6 of 140



Connecticut Department of Transportation — COMPASS User Guide

V. Lead and Lag TIMES. ..ottt bbbt 116

Vi. Adding Notes and Hyperlinks t0 @ TasK ........ccoerereiiiiininise e 118

U AN (o 1] Vo T 1o S AN 0] (=T3S 118

b.  Adding HYPEerlinks t0 @ TaSK .......cceiveieiiieiriie e 119

C.  TracKing the PrOJECL......cvciiii ettt sttt e s te e e s re et e besaeeneenre e 120

I. BaseliniNg the PrOJECT .........oiiiiiiie s 120

A RE-DASEIINING ..o e ne 121

Ii. ReCOrding TasK PrOQIESS .......ccuiiiiiiriiieieieeees sttt 125

D. Generating Reports and SUMMATTES.......cc.ciiiriiiiieieieiie e seste e et sre e te e sresteeaesresreesaesre s 127

[ v 110 T o [l = (=T 010 1 £SO RUPP 127

[, CUSEOM REPOITS. ...tttk bbbttt b bbb n s 129

iii. VISUBL REPOITS ...ttt sttt e e e st e et e et e sbeese e besaeebesbaeseesbeeraenresres 130
APPENDIX D: PROCESSING DIGITAL CONTRACTOR SUBMISSIONS ........ccccoovviiiiiienin 132
A, Contractor SUDMITIAL TYPES ....oiviiieiieieeie ettt sre et te e e besre e st e sreeneesrestaesbesres 132
B. Summary of Review Process and ROIES...........ccuiiiiiiiiieiiss e 132
C. Coordination and COMMUNICALION .........cuiteiriiiiieisieie e 135
D.  ProCeSS CONCIUSION ...ttt ettt bbbttt b bt nn e 136
APPENDIX E: BLUEBEAM 2016 INTEGRATION ..ot 137

Issued November 2019 Version 1.0 Page 7 of 140



Connecticut Department of Transportation — COMPASS User Guide

Introduction to COMPASS

The objective of the COMPASS project is to provide CTDOT with project management processes that
work in conjunction with a cloud-based digital Transportation Management Solution, utilizing Microsoft
Commercial Off-the-Shelf Software (MCOTS) to manage the delivery of all capital projects.
Specifically, this solution will provide improved quality and control over complex transportation projects
by providing:

e Ball-In-Court project status

e  Better collaboration and communication using SharePoint online
o Real-time project scheduling capabilities using MS Project

e Improved resource management

e Real-time project status dashboards

e Document control and content management

e Improved transparency and accountability

e Improved risk management

Section 1 Office 365 Login Instructions

COMPASS is a cloud-based application built on Microsoft SharePoint ages. Thus, users require an
Office 365 (0365) account to access the site. This account provides access to COMPASS as well as
many other useful Office 365 applications. CTDOT users are provided with a CTDOT 0365 license.
External user invitations are sent to non-CTDOT personnel — such as consultants and contractors — to
grant project-specific COMPASS site access.

1.1 Office 365 Sign In

The Microsoft Online sign-in page is located at https://www.office.com, or can be found by internet
searching for “Office 365 log-in.”
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B® Microsoft
Sign in

Email, phone, or Skype

Can't access your account?

Back Mext

1.1.1 Sign-In Name
For CTDOT personnel, user sign-in names match computer sign-in names and are not the ct.gov email
addresses. Sign-in names are typically in the following format:

[Full Last Name] + [First Initial] + [Middle Initial] @dot.ct.gov

Examples: LynchKL@dot.ct.gov, MurphyZ@dot.ct.gov

1.1.2 Sign-In Password
For CTDOT personnel, user sign-in passwords match computer sign-in passwords. If the computer
password is changed, the Microsoft Online password is automatically changed.

Section 2 Trusted Sites

It is recommended that users add COMPASS as a web browser trusted site. This needs to be done one
time per each user log-in name and per each device. If the trusted sites are not added, when a user tries to
access COMPASS the following error message may appear (“Loading Projects...”):

oy

Loading Projects...

Take the following steps to add the COMPASS trusted sites to Internet Explorer (IE).

1. Open an Internet Explorer browser window.
2. Click on the settings gear in the upper-right hand corner of the window. Select Internet Options.
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-

Print x
File ;
Zoom (100%) z
Safety .
Add site to Start menu

View downloads Ctrl+)
Manage add-ons SELECT

F12 Developer Tools  |NTERNET

OPTIONS
Compatibility View settings

Go to pinned sites

Report website problems

Internet options

About Internet Explorer

3. Navigate to the Internet Options Security tab. Click Trusted Sites. Then press the Sites button.

4. In the top field labeled “Add this website to the zone,”

[intemetoptions TP
General  Security | Privacy | Content | Connections | Programs | Advanced |
1. CLICK TRUSTED SITES

Select a rone o view or change

¢ 4 v

Internet  Local ntranet Restrcted
stes

Trusted sites
This 20ne contans websites that you
frust not to damage your computer o
your fies.
You have webstes n ths 2one.
~ Security level for thes zone |
Allowed levels for ths zone: Al
o 2. CLICK SITES
I MWMMM
= WWM-AMNM

¥ Enable Protectad Mode (requires restar tng Intermet Explorer)
Customievel., | Defaitievel |

Reset  z0nes to default level l

[oc ] o | Liasvil]

https://compassapis-prod.azurewebsites.net
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https://ctgovdot-myfiles.sharepoint.com,

https://ctgovdot.sharepoint.com

Press Add after inputting each individual site.

rustedsites

You can add and remove websites from this zone, All websites in
this zone will use the zone's security settings.

1. INPUT TRUSTED SITE URL
Add this .

Wﬂod.auewebs’tes.ned
Websites:

7 https: //ctaovdot-myfiles.sharepoint.com Remove
https://portal.office.com
https: //www.ct.gov

|

2. PRESS ADD

[V Require server verification (https:) for all sites in this zone

_ Cose |

5. The site names will now show in the Websites section. Press Close to exit the Trusted sites

window.

Issued November 2019

Trusted sites X|

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

1. CONFIRM ALL TRUSTED
i S aciaie e {: SITES ARE ADDED.

| / [

Websites:

<Wﬂw.ame@ Al Remoye I

https://ctdotsubtransapis-prod. azurewebsites, net—l
https://ctgovdot.sharepoint.com -
l_vl_I

hbbemas [rbmniidat Blan sl acmmmint camm

<]
[V Require server verification (https:) for all sites in this zone

2. CLOSE WINDOW m

Version 1.0
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6. In the Internet Options window, select the Security tab. Check Enable Protected Mode.

imtemetopoms 2X

1. CLICK SECURITY TAB
Select a 2one o view or change security settings.,

Internet  Local intranet PR

Trusted sites e I
,‘.' This 20ne contans websites that you
W tustnot to damage your computer or

your flles,

You have websites in this zone,

Security level for ths zone
Alowed levels for this zone: Al
- | - Meduum
| = Prompts before downloading potentally unsafe
. content
‘IJ - Unsigned ActiveX controls will not be downloaded

2. CHECK THIS BOX
MM {requires restarting Internet Explorer)

Reset ol 2ones to default level I

[ ] omn |~ |

7. Press OK to exit the Internet Options window.
8. Close Internet Explorer.

Section 3 Project Site Permissions

The Project Manager (PM) is the owner of the project site, and thus responsible for setting up and
maintaining site security settings. If desired, the PM can delegate this responsibility by adding the
selected team member(s) to the Site Owners Group. The majority of participants — including consultants
and most CTDOT personnel attached to the project — will be granted Member access.

3.1 Permissions Groups Defined
There are four levels of access to each project: Site Owners, Site Members, Site Contractors and Site
Visitors.

3.1.1 Site Owners Group
Site Owners have full control of the site. Items can be added, edited or deleted. Site Owners have the
ability to grant access to the site to internal and external users and perform several other administrative
functions.
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3.1.2 Site Members Group
Site Member is the most common classification for individuals attached to a project. Site Members may
add items to project libraries and folders and edit information in the Contacts menu. Individuals who
need to review submittals and access document folders should be added to the Members group.
Construction Contractors should not be added to the Members group; they should be added to the Site
Contractors Group. External users included in the Members group do not have access to the Landing,
Dashboard and Details pages; they are only able to access the Submittals / Transmittals (S&T) page and
project folders. External users invited to join a project Members group should follow instructions for
Accepting an Invitation (External Users).

3.1.3 Site Contractors Group
Users in the Site Contractors permissions group have the ability to create new submittals in the
COMPASS S&T application and respond to requests to revise and resubmit. Contractors cannot access
any of the project folders or the comment log. Contractors are limited to viewing submittals in the
Submittals / Transmittals table that a member of the Contractors group created. If multiple members are
included in this group, they will see each other’s submittals in the S&T table. The project Contractor(s)
should be added to this group. The User Manual for Construction Contractors provides instructions to
Contractors on how to accept invitations and use the COMPASS S&T application.

3.1.4 Site Visitors Group
Site Visitors are limited to read-only access. Site Visitors can view project libraries, menu items and
documents. Site Visitors cannot add, edit or delete any information from the site. By default, all CTDOT
personnel who have a Department issued Office 365 license are members of the COMPASS Visitors
group, which grants Visitor access to all projects in COMPASS.

3.1.5 Site Permissions Summary Table

e | 5 ol
<5} o o o
c = +=
= E |88 2
FUNCTION o) S S5 S

2| e 5| 8
() o O| »

Add or remove users to site permissions groups X

Create a submittal X X X

Replace a submittal in response to an R&R X X X

Function as a submittal Owner as assigned in the S&T Approval Matrix | X X

Review a submittal X X

Access Internal Documents folder X X

View submittal documents X X X X
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3.2 Setting up Site Permissions Groups

The site permissions should be assigned when a COMPASS project is first created. Thereafter, the PM or
delegated staff member should maintain access privileges as needed. The PM is responsible for adding
and removing members of the COMPASS site permissions groups throughout the duration of the project.

There are two techniques available for maintaining site permissions groups.

3.2.1 Site Settings Gear

To access the Site Settings menu via the gear:

1. Navigate to the Project Details page of the chosen project.

No. 0173-0468 Temp ID. PP092-0019

ot

CLICK TO NAVIGATE
TO PROJECT DETAILS

7 MS Project Schedule

2. Navigate to the Submittals/Transmittals page.

NAVIGATE TO SUBMITTALS
/ TRANSMITTALS PAGE

Dashboard Details Submittals/Transmittals

3. Navigate to the Wheel in the upper right hand corner of the Submittals/Transmittals page

U SHARE Yy Fouow O

a
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4. Select Site Settings

Office 365 settings f

SharePoint settings

Show Ribbon
Shared with...
I Edit page H
Add a page

Add an app

Site contents
Design Manager

Getting started

5. Select Site Permissions

Site Settings

Users and Permissions

People and groups

Site app permissions

6. Select the Members, Owners, Contractors or Visitors permissions group, as appropriate.
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Site Settings » Permissions

SELECT THE CONTRACTORS,
MEMBERS, OWNERS OR
VISITORS PERMISSIONS GROUP

7. Toadd a new member to the group, press New - Add Users

Add Users
Add users to this group/

T grmancorm

People and Groups » 0018-0134 Members

8. Toadd CTDOT personnel, type and select the correct name into the names / email addresses
field. Contact information is automatically sourced from AD Manager. For external users, the
email address needs to be inputted manually. Multiple users can be added to a specific site group
at one time. By default, an email invitation will be sent to new users that includes an optional
personal message typed by the Owner. To avoid sending an email notification to CTDOT
personnel, click Show Options and uncheck the box “Send an email invitation.” Email invitations
must be sent to external users. Email invitations should not be forwarded between users; a
separate invitation should be sent to each person who requires site access. Once the names,
email addresses, optional personal message and optional email invitation selection are complete,

press Share to add individuals to the selected Group.

Share '0018-0134

Invite people =

Shared with

1. INPUT CTDOT PERSONNEL
NAMES AND/OR EXTERNAL
USER EMAIL ADDRESSES.

2. PRESS SHARE
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SELECT TO SHOW EMAIL
NOTIFICATION OPTIONS

Share Cancel

Include a personal message with this invitation (Optional)

CHECK BOX TO SEND AN EMAIL
NOTIFICATION. UNCHECK BOX TO
NOT SEND AN EMAIL NOTIFICATION.

M send an email invitation

3.2.2 Site Settings URL
To access the Site Settings menu for any COMPASS project:

1. After logging into COMPASS, a URL address can be used to assign permissions to any project.
Only COMPASS Owners and Owners of the specific project may modify the project-specific
permission groups. Below is an example of how to enter the URL for Project No. 0134-0148.
Replace the project number in the example (shown in red font) with the project number in
guestion. All eight digits and the hyphen must be included:

https://ctgovdot.sharepoint.com/projects/0134-0148/_layouts/15/user.aspx

2. Follow steps 6-8 as described in the Site Settings Gear section to add users to the appropriate
permissions groups.

3.2.3 Restricted Elements

Please do not use any of the functionality under the Settings menu.

People and Groups » 0134-0148 Members

@

m =

tive Test

Please do not use the menu items in the ribbon.
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BROWSE
@ @ & Permission Levels ,
o\“ - .
@< Q ; i |
- & o Ca¥ Access Request Settings
Jelete unique Grant Create Edit User Remove User Check
f permissions  Permissions Group  Permissic Permissic Permissions
"
arant e

3.3 Accepting an Invitation (External Users)

External users (e.g., Contractors, Consultants, Stakeholders, etc.) invited to join a COMPASS project site
will need to take the following steps to accept a COMPASS invitation. External users should never
forward their invitations to other users.

If other individuals need access to a COMPASS project site, a request should be sent to the PM.

Note: Depending on the user’s email settings, the email notification may route to the SPAM or Junk

folder.

1. The external user will receive an email invitation with a direct link to the project page.

NEVER FORWARD COMPASS PROJECT SITE INVITATIONS TO OTHER USERS.
CONTACT PROJECT PM TO REQUEST ADDITIONAL ACCESS.

Hello,

CLICK TO ACCESS
COMPASS LOG-IN

2. On the SharePoint Online invitation acceptance page,

a.

Issued November 2019

External users with an existing work / company Office 365 account should click
Organizational Account and log-in using their company Office 365 user name and
password.

External users with an existing personal Microsoft account as described should select
“Microsoft account” and sign-in.

External users without an existing Microsoft account should select “Create a Microsoft
account” and follow the steps to set-up a new, free account.
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Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow Connecticut Department of Transportation to use your basic profile
(name and email address) in accordance with their privacy statement. Connecticut Department of
Transportation has not provided links to their terms for you to review. You can remove these permissions

at myapps.microsoft.com. SELECT TO SIGN-IN USING

AN EXISTING PERSONAL
/ MICROSOFT ACCOUNT,
.. Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft

services. SELECT TO SIGN-IN USING AN
EXISTING COMPANY OFFICE

/_ 365 ACCOUNT. USE THE SAME

p Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services.

Don't have either account? Create a Microsoft account, it's quick and easy!

S SELECT TO CREATE A
egal | Privacy NEW, FREE ACCOUNT.

Section 4 Accessing COMPASS

For CTDOT users, after following the Office 365 Login Instructions, navigate to SharePoint, then search
for the COMPASS site. This location can also be reached via the following URL:
https://ctgovdot.sharepoint.com. The first project shown in the list will be highlighted by a blue bar and
display the Landing Page information in the center and right sections of the page.

GOOd mornmg CTDOT users select the SharePoint
App after logging in to Office 365.

+ o @ ®E $ @® /D

SharePoint

Start new OneDrive Word Excel PowerPoint OneNote

Issued November 2019 Version 1.0 Page 19 of 140


https://ctgovdot.sharepoint.com/

Connecticut Department of Transportation — COMPASS User Guide

**+  SharePoint

Search for COMPASS in
the SharePoint search field

(li:} gﬁabﬂﬁﬁ%‘g 2 Site Search
-

< View Executive Dashboard

PFOje(tS Filter/Search Projects A | 7 Help

Filter Projects By

[ L search Projects ) | Project Manager Schedule Phase

Reset Filters Submit Search

ject No| 0303-0007 | TempID. PPODO-000D s3ors0 (<)(%)

Rehab MNR Br 710R Merritt Pkwy

08/15/203  FDP- 02/20/203
Dhalakia Hareshkumar P ] T e DATES
e Ph FeTE e R ¢. 0303-0007 2mp ID. PPO00-0000
Openin CORE:  Mf10/201
jectNo. 03020022  TempID. PPIGI0002 |» Project Dashboard B Project Details FOP 02/20/2013
G FDP- 02/01/2017
iljis,Yure
Contract-Processing
PROJECT DESCRIPTION
Project No. 0302-0015  Temp ID. PPO00-0000
Townis) NEW CANAAN
ovhz/f2017 FDE: 07/06/2016 Rehabilitation of Metro-North Railroad Bridge #710R over the Merritt Parkway BUDGETS
Libatique Susan M
Completed
DETAILS
ject No. 0302-0014 Temp ID. PP102-00T
Notin CT-Core Tasks O Hesith @) ScheculePhase  Comstruction
FDP: 0U/31/2018
mstead,Bruce A PERMIT/ROW STATUS Total Overall Total ROW
ontract-Processing Budget $3,652,875 Budget $0 hd

Section 5 COMPASS Landing Page

5.1 Searching for Projects

Once within the COMPASS site, search or filter by Project Number, Project Name, Project Manager or
Schedule Phase.

e When searching by Project Number, the hyphen and full eight-digit number should be used,
including leading zeroes (####-###).

e Multiple Project Managers and / or Schedule Phases can be selected at the same time.
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o Click Reset Filters to clear all filters and begin a new search.

Projects FILTER WITH
DROP-DOWNS

SEARCH BY PROJECT
NAME OR NUMBER

Schedule Phase

o Click the Filter / Search Projects arrow to collapse or expand the filtering section.

/’,’ Filter/Search Projects v | ? Help

1o

e If a search produces multiple results, scroll between the project Landing Pages by using the up
and down arrows located on the upper-right hand side of the page.

Section 6 Project Landing Page

The following resources can be accessed from each Project Landing page:

1. Project Dashboard

2. Project Details
3. Copy Project URL — Copies the project site URL to the clipboard.
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4. MS Project Schedule — The MS Project schedule button will only be active if there is an
associated schedule and if the user has an MS Project Online license. See Software License
Requirements for details.

Project No. 0300-0138 Temp ID. PPOO0O-0000

1 2 3
B Project Dashboard lrj Copy Project Url
4

The following information resides on each Project Landing page:

e Project Description

e Schedule details including number of tasks remaining, overall schedule health and current
Schedule Phase

e Permit and ROW status

e Location map showing the project polygon — Refresh the page to reset the map to its original
position.

o Key dates for the project — Open in CORE and FDP

o Staff assigned to the project with their contact details

e Budget donut graphs — Roll over the graph sections to view monetary details

¢ Funding data

Section 7 Project Dashboard

7.1 Accessing the Project Dashboard
The Project Dashboard can be reached from the Project Landing page, Project Details page, or Submittals
/ Transmittals page by clicking the Project Dashboard button.
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Project Mo. 0076-0204 TempID. PPOOO-0000
REHABBRIDGENO. 05845

Start nstruction: 04/01/2008 FoP: 03f07/2007

Manager. Baker,Mary E
dule Phase: 06_Completed FEEELE LA S PRoTeees

Project No. 00TI-0154 TempID. PPOTI-0003 L> Proj hboard
ED-Bloomfield CT189 Br#01509

on: O7f28/2017 FDE: 7

Baker,Mary E

P i P S S S,

7.2 Project Dashboard Contents

The following resources can be accessed from the Project Dashboard:

Project Menu

Project Details
Submittal/Transmittal Application

Back to Project List button

PoppeE

Project Overview

4
Project No. 0012-0096 Dashibiard = ) 3 & Back to Project List
Temp ID. PPO12-0001 Detalls Submittals/Transmittals
Schedule Phase: Completed
Project Overview PROJECT DESCRIPTION

Coniacts s Bolton

This project involves construction of the Charter Oak Greenway Shared Use Path
Finley Street in Manchester to the Hop River State Park Trail in Bolton. This projq
Documents extension of Project 76-217. PEis funded under 76-217.

Internal Documents

Project Emails

Report of Meetings

PROJECT VALUE

The following information resides on each Project Dashboard:

e Project Description

e Project Value — roll over graph sections to view monetary details

e Project Schedule FDP dates — obligation date, MS Project Schedule date and the associated delta
e Project Expenditures Graph (PEG) (under construction)

e Permitting status
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¢ Rights of Way status
o Location map showing the project polygon — Refresh the page to reset the map to its original
position.

Section 8 Project Details

8.1 Accessing the Project Details Page

The Project Details page can be reached from the Project Dashboard, Project Landing page or Submittals
/ Transmittals page by clicking the Project Details button.

Project Mo. 0076-0204 TempID. PPOOO-0000
REHAB BRIDGE NO. 05845

Start of Construction: 04/01/2008 FoP: 03/07/2007

Project Manager: Baker,Mary E
Schedule Phase: 06_Completed Project No. 0011-0154 emp ID. PPOTI-

Project No. DO0TI-0154 Temp ID. PPOTI-0003
ED-Bloomfield CT189 Br#01509

8 et

FDP:

8.2 Project Details Contents

The following resources can be accessed from the Project Details page:

1. Project Menu
2. MS Project Schedule — The MS Project schedule button will only be active if there is an

associated schedule and if the user has an MS Project Online license. See Software License
Requirements for details.

3. Back to Project List button

4. Staff assigned to the project with their contact details, including the ability to edit.
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(EReRES T

Project Overview ? Hel

Project No. 0012-0096
Temp ID. PPO12-0001
Schedule Phase: Completed

Details Submittals/Transmittals 3 &~ Back to Project List 10f1

Project Overview 2 DATES

Contacts
1/09/2016

Internal Documents

s): Bolton 4
Documents S

This project involves construction of the Charter Oak Greenway
Shared Use Path from Finley Street in Manchester to the Hop ENGINEERING LEAD UNIT STAFF - AEC

Project Emails

Report of Meetings River State Park Trail in Bolton. This project is the extension of

Bourgoin, Bruce R
Project 76-217. PEis funded under 76-217.

Transportation Supervising Engineer

The following information resides on each Project Details page:

e Town(s)

e Project Description

e Schedule details including number of tasks remaining, overall schedule health and current
Schedule Phase

e MS Project schedule milestone details

e Permitting and ROW details

e Budget donut graphs — Roll over the graph sections to view monetary details

e Funding data

8.3 Staff

The Engineering Lead Unit, Engineering Support Units and Construction Districts are responsible for
entering and maintaining project staff information in COMPASS. Each Unit and District is to decide
which employee(s) are responsible for entering and maintaining the project staff; all CTDOT COMPASS
users have the ability to perform this function. Staff information is found on the right-hand side of the
Project Landing and Details pages. When this page is correctly populated and maintained, it will provide
an authoritative resource of all project staff including Engineering Lead Unit, Engineering Support Units,
Consultant staff, Construction staff, Construction Consultants and Contractors. Titles, units / companies,
email addresses and phone numbers will be readily available to all who have access to the page.

8.3.1 Editing Project Staff
To edit the project staff:

1. Click the Project Details button to navigate to the Project Details page. The Details button can be
accessed from the Landing page, Dashboard or Submittals/Transmittals page.
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P ME Droiact Sehardila CLICK TO NAVIGATE
s S TO PROJECT DETAILS

Dashboard o Submittals/Transmittals

CLICK TO NAVIGATE
PROJECT DESCRIPTION TO PROJECT DETAILS

3. Add all project staff to the page. Press Show and Hide to expand or conceal the different staff
categories.

a.

Engineering Lead Unit Staff: Only one CTDOT unit is to be added to this section. The
Transportation Supervising Engineer (TSE) should be the highest level employee added
to this section. Unit, title and contact information will automatically populate once a
name is added.

Engineering Support Unit Staff: All CTDOT engineering support staff are to be added to
this section by their respective units. Unit, title and contact information will
automatically populate once a name is added.

Consultant Staff: All design consultant staff are to be added to this section by the
Engineering Lead Unit. Since this section is comprised of external users, all information
needs to be manually entered.

Construction Staff: All CTDOT construction staff are to be added to this section by the
Construction District. Unit, title and contact information will automatically populate
once a name is added.

Construction Consultant Staff: All construction consultant staff, such as CE&lI, are to be
added to this section by the Construction District. Since this section is comprised of
external users, all information needs to be manually entered.

Contractor Staff: All project contractors are to be added to this section by the
Construction District. Since this section is comprised of external users, all information
needs to be manually entered.
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- Close | Edit Project Staff

ENGINEERING LEAD UNIT STAFF Hide
NAME/TITLE UNIT CONTACT INFO
& Add IN EACH SECTION, PRESS THE
"ADD" BUTTON TO INSERT A
NEW STAFF MEMBER FIELD

ENGINEERING SUPPORT UNIT STAFF CHide
NAME/TITLE UNIT CONTACT INFO

Il Search for name

IN EACH SECTION, CLICK "SHOW" TO
® Add EXPAND STAFF INFORMATION; CLICK
"HIDE" TO CONCEAL STAFF INFORMATION

Ghow)
CONSTRUCTION STAFF Show
MANUALLY INPUT
CONTACT INFORMATION
FOR NON-DOT STAFF
@ON CONSULTANT STAFF Show
Hide
EMAIL PERSON COMPANY TITLE PHONE
Enter Email Enter Full Na Enter Unit Enter Title Enter Phone

CLICK TRASH CAN TO DELETE A STAFF ENTRY.

PRESS SAVE WHEN COMPLETE

Cancel
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8.3.2 Project Staff Features

The Staff page has several built-in, automated features, including:

e Engineering Lead Unit Staff: The Engineering Lead Unit Staff section will populate the lead
unit header based on the personnel inputted in this section. Only CTDOT personnel from one
unit should be included in this section.

e Auto-sort by sub-section: Users are to add personnel into the appropriate category on the Edit
Project Staff page. When the changes are saved, COMPASS will automatically sort personnel by
sub-section in all categories except Engineering Lead Unit Staff. For Engineering Support Unit
Staff, sub-groups such as Bridge State Design and Highway Consultant Design will be created.
For Construction Staff, sub-groups will be created based on Construction District. For the three
sections containing non-DOT users, COMPASS will sort individuals by company name.

e Auto-sort hierarchy: For the three categories containing CTDOT personnel, COMPASS will
automatically sort individuals by rank. This is not a direct chain of command listing; rather,
COMPASS will sort staff by title within each sub-section.

8.3.3 Contacting a Member of the Project Staff
To contact a member of the project staff, either click on the email address listed to open a new email
window or utilize the phone number provided.

8.4 Project Communication
The Project Communication window operates as a message board. It is a location where members of the
project team can post messages, updates or other communications to the rest of the team.

To create a new message, type in the New Communication box and click post.

PROJECT COMMUNICATION
2 Search Communications

Clear Search

To respond to a Communication thread, click the Reply button associated with the relevant
communication and insert text.
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Ryan Clayton Comment post from [E
3 Beph

nank you Ryan. that is great!

Project Communication messages can be searched by typing a keyword or phrase in the Search bar.

PROJECT COMMUNICATION

':\ Stamford| <)

Section 9 Submittal/Transmittal Application

At its conception, the Document Submittal / Transmittal Application (S&T) was designed as a
construction application to be used by Construction staff to track and route Contractor submittals during
the construction phase. Its purpose has since expanded to enable anyone to submit, track and store any
document type during any project phase. This application allows users to route documents for review or
approval. A single or multiple reviewers can perform a review in series or in parallel. Ball-In-Court
statuses automatically update for tracking. Routing is performed using document attributes and a project
submittal-type approval matrix. Key benefits of the application include:

e One storage location for all documents on the cloud, accessible to anyone with an internet
connection

e More transparent and efficient processes

e Automated Ball-In-Court statuses for tracking submittals

e Automated notifications

e Automated reminders

e Automated document version control

e Automated storage

e Routing all project documents for review or approval
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o Bluebeam Studio Session integrated for PDF digital review and application of Review and Action
Stamps
o PDF Checker for Contract Plans (UC — Under Construction)

9.1 Approval Matrix
The Approval Matrix is used to route documents to the appropriate submittal Owner and provide optional
notifications to members of a CC list. The Approval Matrix primarily includes submittal types most
likely to be submitted by Contractors to the CTDOT or its consultants.

9.1.1 Approval Matrix Submittal Type Owners
The Engineering Project Manager and Construction Project Manager are jointly responsible for setting up
the Approval Matrix. The PMs assign the party responsible for reviewing and approving each submittal
type. To be added to the Approval Matrix, an individual first has to join the project site as a Site Member
or Site Owner (see Setting up Site Permissions Groups). After the Submitter / Contractor classifies a
submittal, the COMPASS S&T application automatically routes the documents to the appropriate
submittal owner based on the Approval Matrix. If the Approval Matrix is not complete, by default
submittals will be routed to the PM as specified in the Composite Project Database (CPD).

To edit the Approval Matrix:

1. From the Project Landing page, navigate to Project Details.

S e S CLICK TO NAVIGATE
i b TO PROJECT DETAILS

Dashboard

CLICK TO NAVIGATE TO THE
SUBMITTALS/TRANSMITTALS PAGE
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3. Open the Approval Matrix by selecting the Approval Matrix button, located next to the New

Submittal button.
@ New submittal @

4. Assign DOT or Consultant staff to each Submittal type in the “To” column. Save when complete.

DOT STAFF

TO SUB TYPE

Search for name Shop Drawing - Highways

carch for name Shop Drawing - Bridge

9.1.2 Approval Matrix CC List

In addition to assigning the required Owners, PMs may create an optional CC list for each submittal type.
To be added to the Approval Matrix CC list, an individual first has to join the project site as a Site
Member or Site Owner (see Setting up Site Permissions Groups). CC emails are for information only;
individuals who are added to a submittal type CC list have no action and are not granted any special
privileges or access rights. They will receive an email notification each time the following actions take
place on a given submittal type:

o New submittal created (Process Assignment)

e Submittal marked as Revise and Resubmit

o File(s) replaced in response to a Revise and Resubmit (Process Assignment)
e  Submittal marked Complete

Users are also able to monitor these actions by accessing the S&T table directly without receiving a CC
email notification.
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UNIT cC

Highways Search for name

9.2 Contractor Invitations
The CTDOT Construction Project Manager (Project Engineer or Chief Inspector) is responsible for
inviting the Contractor to join the project site. If a contract has multiple project numbers, the Contractors
need to be sent a separate invitation for each project number.

9.2.1 Sending an Invitation
To invite a Contractor to the project site, follow the steps described in Setting up Site Permissions
Groups. Invite the Contractor to the xxxx-xxxx Contractors permissions group.

9.2.2 Accepting an Invitation

See Accepting an Invitation (External Users) for information on how to accept a Contractor invitation.

9.3 Project Item Number List

The item number list provided in the S&T application is customized for each project. New item numbers
can be created by using the “Add New Item Number” tool, as described in Creating a New Submittal in
COMPASS.

9.4 Creating a New Submittal in COMPASS

The COMPASS S&T application is used to process any type of document throughout the duration of

construction. Each submittal must contain the same type of document. For example, a submittal may
contain only Bridge Shop Drawings, or only Highway Shop Drawings, but not both. A submittal can

contain a single document or multiple documents.

To create a new submittal in COMPASS:

1. Log-in to COMPASS.

2. Select New Submittal on the Submittals/Transmittals page.

 (® New submittal )
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3. The Submittal window opens. Complete the appropriate form details:

a. Submittal Name: Follow recommended Naming Conventions prescribed by CTDOT
Construction.

Note: Submittal and file names should not exceed 50 characters in length.
Characters include letters, numbers, symbols and spaces.

Note: Submittal and file names should not contain any of the following restricted
characters: ~“#% & *:<>?/\{|}

b. Item Number (optional): Select one or more Item Numbers associated with the submittal.
If the Item Number is not listed, take the following steps to add a new number to the
drop-down list. Once the new number is generated, it will be added to the drop-down
list. It can be selected for the current submittal and will be saved for use in future
submittals.

Detail

1. PRESS TO ADD A NEW ITEM
NUMBER IF IT IS NOT ALREADY
CONTAINED IN THE LIST.

+ Add item Number
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Add New Itemn Number

Item Number:reqt —f 2. INPUT THE NEW ITEM NUMBER

tem Number Dc"!l(‘/ 3. INPUT THE ITEM NUMBER DESCRIPTION

Cancel

4. PRESS SUBMIT TO ADD THE NEW NUMBER
AND DESCRIPTION TO THE DROP-DOWN LIST.

c. Submittal Type: Select the appropriate submittal type. This selection will determine to
whom the submittal will be routed, based on the project Approval Matrix. It is important
to select the correct Submittal Type to ensure there is no delay in routing the submittal to
the appropriate person.

d. Urgent box (optional): The urgent box should be used sparingly. All submittals marked
as urgent will be pinned to the top of the Submittals/Transmittals table. Marking this box
does not modify any contractual obligations. This box can be used to highlight a
submittal that would benefit from an expedited review.

4. Once the submittal form is prepared, drag the file(s) into the Attach File(s) box or left click and
Browse to select file(s). Once attached, the file name can be edited if needed. Press Submit
when all Submittal information is complete.

Note: Submittal and file names should not exceed 50 characters in length. Characters
include letters, numbers, symbols and spaces.

Note: Submittal and file names should not contain any of the following restricted
characters: ~“#% & *:<>?/\{|}

Note: The maximum size of individual files is 250 MB. Files in excess of 250 MB can be
broken into separate file attachments and included in the same submittal.

Note: The files should not be locked or restricted for editing (e.g., PDF/A-1A).

5. The Owner / Approver and any members of the optional CC list will receive an email notification
regarding the new submittal. The submittal will populate in the Submittals/Transmittals table,
showing the submittal name, type and item number (as inputted by the Contractor). The Review
Status will show as Process Assignment with the Ball-In-Court assigned to the Owner.
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9.5 Submittal Owner / Approver
When a new submittal is processed, the Owner will be assigned based on the Approval Matrix. For
example, if the Submitter / Contractor selects Shop Drawing — Bridge as the Submittal Type, then the
person assigned to review Shop Drawing — Bridge in the Approval Matrix for the given project will be
assigned as submittal Owner. The submittal Owner is responsible for starting the workflow, reviewing
the submittal, initiating a Bluebeam Studio Session (optional), assigning additional reviewers (optional),
setting due dates in conformance with any contractual obligations, providing any feedback to the
Submitter / Contractor and completing the submittal process.

9.6 Process Assignment
The individual assigned as Owner is responsible for viewing the Submittal Process Assignment page. To
access the page, click on the Submittal Name or Review Status (Process Assignment) in the
Submittals/Transmittals table.

»c izf| Submittal Process Assignment

onJan 142019
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9.6.1 Initial Review
Before starting the workflow, the submittal Owner should perform an initial assessment of the submittal
documents. By clicking on the document link, the Owner can examine the documents in a read-only PDF
viewer.

o If the submittal is acceptable for review, please go to Individual Reviewer (Owner / Approver
Only) for instructions.
e If the submittal is incomplete, please go to Incomplete Submittal for instructions.

9.6.1.1 Incomplete Submittal
If the Department deems a submittal incomplete or unacceptable, the Owner will send the submittal back
to the Submitter / Contractor before beginning a review session. In such a case, the Owner should only
push the Revise and Resubmit button and should not hit the Start button. When a submittal is sent back
as incomplete, the submittal has not been entered into CTDOT processing; the review process and any
associated timeframe requirements have not begun.

Reasons for returning an incomplete submittal before beginning a review session may include, but are not
limited to:

o Document Submittal form incorrectly filled out (e.g., incorrect Submittal Type or Item Number is
selected)

e Required digital signatures / contractual obligations are missing

e Document Submittal Type incorrectly selected, causing the submittal to route to the incorrect
approving party. Note: An individual who incorrectly receives a submittal should respond to
the Submitter / Contractor promptly with instructions to select the correct Submittal Type when
resubmitting.

TO SEND BACK AN INCOMPLETE Vv
SUBMITTAL, DO NOT PRESS START.
PRESS REVISE AND RESUBMIT.

Revise and Resubmit

>ave
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Resubmit Comments
PROVIDE COMMENTS TO SUBMITTER

Pleaza enter any comments you have / CONTRACTOR IN THE RESUBMIT
COMMENTS POP-UP WINDOW.
Comments

<(hxs submittal is incompl%l\>

e ime in the field belc

Below is a sample email notification back to the Submitter / Contractor. Comments typed in the
Resubmit Comments window will populate in the email notification.

The submittal titled Test for incomplete needs to be revised and resubmitted for the following reasons:

his'  submuttal 1s incomplete.
COMMENTS TYPED IN POP-UP WINDOW
ARE SENT TO SUBMITTER / CONTRACTOR

VIA EMAIL.

Please take corrective action identified in the Comments and resubmit.
Click the link below to view the submittal:

https://ctgovdot.sharepoint.com/sites/dev/Projects/0171-0417/Pages/Submittals. aspx?routeid=304

Submittal details

Submittal Name: Test for incomplete
Project: '0171-0417'

Purpose: Revise and Resubmit

Content: 0 Shop Drawing - Bridge

When Submitted: 1/24/2019 12:00:00 AM

9.6.2 Individual Reviewer (Owner / Approver Only)

9.6.2.1 Individual Reviewer — Expedited Approval
An expedited approval optional is available to an individual reviewer if all of the following conditions are
met:

e No other reviewers are needed

¢ No Bluebeam Studio Session or document mark-ups are needed

e The submittal can be accepted and completed as-is with no need for a Revise and Resubmit
process.

If such conditions are met, from the Submittal Process Assignment page, the submittal Owner may push
the Bypass Approval & Complete button.
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@Addnwivwor

SELECT FOR EXPEDITED

APPROVAL PROCESS
Save Revise and Resubmit

When the Bypass Approval & Complete button is selected, the Review Status automatically updates to
Complete and the appropriate notification is sent to the Submitter / Contractor.

Bypass Approval & Complete

9.6.2.2 Individual Reviewer - Standard Review
For the Owner to review a submittal as an individual reviewer, enter the appropriate due date, then press
Start at the bottom of the Submittal Process Assignment page. This will begin the review workflow.

The status in the Submittals/Transmittals table will update to In Review with the Ball-In-Court the
Owner’s name. The Owner then returns to the submittal page and reviews the submittal document(s). If
needed, the submittal Owner can add mark-ups or comments by initiating a Bluebeam Studio Session or
Checking Out Documents to Bluebeam. When the review is finished, the submittal Owner shall return to
the submittal as Revise and Resubmit or Complete, as appropriate.

9.6.3 Assigning Reviewers
The Submittal Owner determines whether additional reviewers are necessary. To assign reviewers, press
the Add Reviewer button. A list of potential reviewers will automatically generate as letters are typed in
the field. Individuals must be belong to the Members or Owners site permissions group in order to
participate in a review.

NAME DUE DATE

_—— PRESS ADD REVIEWER TO ADD
@Y < NEW REVIEWER NAME ROW(S)

9.6.3.1 Due Dates
The Submittal Owner is responsible for assigning Due Dates to all reviewers (including oneself). The
Submittal Owner is responsible for selecting dates that will ensure the submittal review process is
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complete within the required timeframes as set by the contract documents. The Submittals/Transmittals
table lists the Final Due Date and shows icons to indicate approaching deadlines (e.g., Due within 7 days,
Urgent, Past Due, etc.)

9.6.3.2 Order of Review
The Submittal Owner can assign reviewers to review the Submittal in series or in parallel. To assign
reviewers in parallel, set the Order of Review to the same number. By default, the Submittal Owner is the
final reviewer. To assign reviewers in series, set the Order of Review as desired. Any combination of
review order can be established by the submittal Owner. If the Owner must remove a Reviewer, click the
trash can icon to the right side of the Order of Review column.

NAME DUE DATE REMINDER

REVIEW

SET THE ORDER OF REVIEW
TO THE SAME NUMBER TO
@ Add Reviewer REVIEW IN PARALLEL

9.6.3.3 Review Complete
For instructions for completing an individual review, see Review Complete.

9.6.4 Bluebeam Studio Session

If a submittal contains documents in PDF format, the submittal owner has the option to start a Bluebeam
Studio Session during the Process Assignment. Starting a Bluebeam Studio Session allows multiple
individuals to review a document and enables reviewers to provide mark-ups and review stamps to be
returned to the Submitter / Contractor. See Using Bluebeam to Review Submittals for details.

9.7 Using Bluebeam to Review Submittals

Bluebeam is integrated into COMPASS, allowing for single or multi-person reviews as well as
application of stamps and digital signatures. The digital review process is consistent with current
business practices as delineated in Section 4 of the CTDOT Digital Project Development Manual. There
are two techniques for using Bluebeam in COMPASS.
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9.7.1 Bluebeam Studio Session
Submittal owners can start a Bluebeam Studio Session directly through COMPASS. In order to initiate a
Bluebeam Studio Session, the owner must have a Bluebeam Studio account. If a submittal owner does
not have a Bluebeam Studio account, contact AEC Applications to request a free account.

9.7.1.1  Start Bluebeam Studio Session
The Owner is responsible for starting a Bluebeam Studio Session, if needed. If the submittal Owner is
unavailable, other project Owners may start a Session via the Edit page. This can be done during two
different phases of the workflow:

o Before starting the workflow, on the Submittal Process Assignment page, the Owner can select
the Start Bluebeam Session link located under the preferred document. Clicking the file name
itself without starting a Bluebeam Studio Session will open the document in a PDF viewer.

CLICK TO VIEW DOCUMENT

Start Bluebeam Studio Session

CLICK TO START BLUEBEAM
STUDIO SESSION

o If the workflow has already started and the submittal Owner would like to start a Bluebeam
Studio Session, from the Submittal Status Review page select Edit, then select Start Bluebeam
Session in the same manner as shown above. In the event that the submittal Owner is unavailable
to start a Session, members of the project Site Permissions Owners group can use the Edit
function to start a Bluebeam Studio Session.
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- Close | Submittal Status Review

Details Comments/Log

—— SELECT EDIT

Submittal Name 'roject NO. sybmittal ID

Shop Drawing - Bridge 0136-0073 7

Each Bluebeam Studio Session hosts only one document. Thus, if multiple documents in a given

submittal need to be reviewed in Bluebeam, a separate Bluebeam Studio Session must be started for each

individual document.

DOCUMENT(S]
@:_.. Dra [ _\7_'
@eam Studio Session

IF NEEDED, START A SEPARATE
R BLUEBEAM STUDIO SESSION
e FOR EACH DOCUMENT
Start Bluebeam studio session CONTAINED IN A SUBMITTAL

9.7.1.2 Work in Bluebeam Studio Session

Any documents linked to a Bluebeam Studio Session will show a small icon to the right of the document

link, as shown below.

DOCUMENTI(S)
&) BOX CULVERT pdf ICON INDICATES FILE IS

LINKED TO A BLUEBEAM
f) computations _@/_ STUDIO SESSION
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Once a Bluebeam Studio Session starts for a given document, when reviewers (including the Owner) click
on the document link, they will automatically be routed to the associated Bluebeam Studio Session. The
user will be prompted to enter a user name and password. Reviewers are not required to have a Bluebeam
Studio account in order to access the session. This is only required for the Owners who are starting a
Bluebeam Studio Session.

Bluebeam Studio

If the below message pops up, click Open URL:Bluebeam Protocol.

Open URL:Bluebeam Protocol?

Remember my choice for URL:Bluebeam Protocol links

Open URL:Bluebeam Protocol

In the Bluebeam Studio Session, select the document to be reviewed.

B  studio v H £
BE 0310-0059 EB-2016-6 - 659-807-642 [ |
My Status:

v Attendees |

() Lynne Lofberg

» Documents

(@) EB-2016-6.pdf

F]
S
=]
&
-
o
[
2
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Review, mark-up, stamp, comment or insert attachments as needed. The digital review process should be
conducted in a manner consistent with current business practices as delineated in Section 4 of the CTDOT
Digital Project Development Manual. When complete, individual reviewers should close the Bluebeam
window. Note: Users should not press the Finalize button from within Bluebeam. The Studio Session
should be finalized via COMPASS. See Bluebeam Studio Session Finalization Process for details.

9.7.1.3 Review Complete
When one or more reviewers is assigned to a submittal, each reviewer should perform the following steps

when the review is complete:

1. Navigate to the submittal through the COMPASS S&T table.

SUBTYPE ITEM NO. REVIEW STATUS

VIEW THE SUBMITTAL BY CLICKING THE

SUBMITTAL OR REVIEW STATUS LINK

2. The Submittal Status Review window will open. The current reviewer’s name will be highlighted
in blue in the Submittal Reviewer(s) table. The eye icon identifies ball-in-court.

SUBMITTAL
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- Close | Submittal Status Review

Details Comments/Log

¢ Edit
Submittal Name Project No Sub
Testing potential CC bug 0310-0059 404

item Number:- not required
Date Submitted

Submittal Type 03-14-2019
Shop Drawing - Highways
Mark if this is Urgent

Urgent

DOCUMENT(S)

THE REVIEWER'S NAME WILL SHOW IN THE BLUE
HIGHLIGHTED ROW. THE EYE ICON TO THE LEFT
INDICATES THE BALL-IN-COURT.

SUBMITTAL REVIEWER(S)

NAME DUE DATE STATUS COMPLETE DAT|
Lofberg, Lynne / Transportation Engineer 2 03-15-2019 Not Complete NA
Smith, Christopher D./ Transportation Engineer 2 03-17-2019 Not Complete NA

3. Press the gray Complete button to finish the review. The button will turn green and COMPASS

will automatically advance to the next assigned reviewer(s).

PRESS THE COMPLETE BUTTON TO FINISH THE REVIEW.
COMPASS WILL AUTOMATICALLY ADVANCE THE
SUBMITTAL BIC TO THE NEXT ASSIGNED REVIEWER(S).

STATUS COMPLETE DATE ORDER
Not Complete NA 1 @
Not Complete NA 2
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9.7.1.4 Review and Action Stamps
To apply Submittal Review and Action Stamps in the Bluebeam Studio Session, the user shall first ensure
that standard Department settings and stamps are installed. Details for installing the stamps are included
in Appendices A and D of the CTDOT Digital Project Development Manual.

9.7.1.5 Finalize Bluebeam Studio Session
The Submittal Owner is responsible for starting and finalizing all Bluebeam Studio Sessions at the
appropriate time. When the Owner determines that a Bluebeam Studio Session is complete, the Owner
should push the Finalize Bluebeam Studio Session button in COMPASS. This button needs to be pushed
for each individual document opened in a Bluebeam Studio Session. If the submittal Owner is
unavailable, any person in the site Owners group can finalize the Session via the Edit page. When a
Bluebeam Studio Session is finalized, the new document version is automatically saved in COMPASS.
Previous versions are preserved through the COMPASS Version History feature. Note: Users should
not finalize the Bluebeam Studio Session directly within Bluebeam. The Studio Session should be
finalized via COMPASS as described in this section. For more details see Bluebeam Studio Sessions.

FINALIZE BLUEBEAM

SESSION VIA COMPASS ii

9.7.1.6  Reconcile Bluebeam Studio Session Comments
During a Bluebeam Studio Session, comments may be added to the submittal documents that are
confidential to CTDOT personnel or Consultants and not appropriate to send to the Submitter /
Contractor. After a Bluebeam Studio Session is finalized, the Owner is responsible for reviewing the
document and determining whether any mark-ups need to be removed before responding to the Submitter
/ Contractor. If necessary, the Owner may open Bluebeam without launching a new Studio Session by
Checking Out Documents to Bluebeam. This technique can be used to reconcile comments and scrub the
document as needed before it is returned to the Submitter / Contractor.

Once all Bluebeam Studio Sessions for a given submittal are complete, the Owner needs to take final
action to communicate with the Submitter / Contractor. If no further is action required by the Submitter /
Contractor, the Owner should press Complete in COMPASS to end the submittal workflow; a notification
email will be sent to the Submitter / Contractor automatically. If further action is required, the Owner
should press Revise and Resubmit and provide comments to the Submitter / Contractor. These two
processes cannot proceed if any Bluebeam Studio Sessions are still open. In such a case, COMPASS will
block the process and provide a notification message: “A Bluebeam Studio Session is still open. Please
make sure the documents are ready for review by the Submitter / Contractor and close the session before
proceeding.”

9.7.2 Checking Out Documents to Bluebeam
Bluebeam has built-in integration with SharePoint. Since COMPASS is a SharePoint site, this integration
can be used in COMPASS for a single-reviewer who prefers not to launch a new Bluebeam Studio
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Session or who needs to scrub a document before it is sent to the Submitter / Contractor. This
functionality is a recommended option when:

e The Owner is the sole reviewer and prefers not to launch a Bluebeam Studio Session.
o Before returning a submittal to the Submitter / Contractor, the Owner needs to scrub or modify
review comments applied during a Bluebeam Studio Session.

This process only works when using Internet Explorer as a browser. The process outlined below applies
specifically to Bluebeam 2018. The checking out process should not be attempted while a Bluebeam
Studio Session is open.

9.7.2.1 Set-up Bluebeam Administrator Settings
To set-up the Bluebeam / SharePoint integration:

1. From the Start menu, open Bluebeam Administrator 2018. (See Appendix E: Bluebeam 2016
Integration for instructions applicable to Bluebeam 2016.)

2. Select the Revu tab

3. Check the Use as Default PDF Viewer box.

=Ioix]
Plugins I Net Config | Printer Rewu l
Use as Default PDF Viewer [2018 64-bit |
Revu

CHECK BOX

ResetSefings | Email Logs to Support |

Backup Seftings I Explore Log Folder I

Restore Seftings I M Extended Debugging On

apply | ok | cancer |

4. On the Plugins tab, click Internet Explorer - Revu 2018 and Checkout SharePoint Files on
Open. Press Apply. Press OK to close the window.
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Bluebeam Administrator M=

Plugins | Net Config | Printer | Rewu |

Plug into Applications:
vl Microsof Office - Revu 2018

! Microsoft Outiook - Revu 2018
v!| ProjectWise Explorer - Revu 2018 .
@) Internet Explorer - Revu 2018

Checxing this selection will load the
plugin into Microsoft Office 2007 -

1. CHECK BOXES 2016 - Revu 2018

2. PRESS APPLY
Integhet Explorer ] 3. PRESS OK

Checkout SharePoint Files on Open

NOTE: Applications need to be restarted for plugin to'te activated/deactivated

oK Cancel |

9.7.2.2 Checking Out Documents to Bluebeam

After setting up the Bluebeam Administrator 2018 settings, perform the following steps to check-out a
COMPASS document and open it directly in Bluebeam without starting a Studio Session:

1.
2.
3.

Using Internet Explorer, navigate to the correct submittal in the Submittals/Transmittals table.
From the S&T table or Internal Documents folder, select the preferred PDF submittal document.
The document will open in Bluebeam. The SharePoint check-out symbol will appear on the
document tab. The user can then edit, mark-up or scrub the document as needed. Previous
versions of the document are preserved by COMPASS’s Version History feature.

[“ external test X

When complete, press Save in Bluebeam.
Close the document by closing the individual Bluebeam tab or closing the entire Bluebeam
program.
The Close SharePoint Document window will appear. Either the Check In or Release Checkout
button must be pressed to return the document to COMPASS.

e Press Check In to save any mark-ups or edits and return the document to COMPASS.
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e Press Release Checkout if no changes or edits need to be saved to the document. This
option does not save any changes or make a new version.

Note: Comments inputted in this window will not be provided to the Submitter / Contractor.
Comments intended for the Submitter / Contractor must be added to the PDF document itself or
inputted in the COMPASS Comment Pop-Up Windows.

Close SharePoint Document x|

Document Path: |https://ctgovdot sharepoint.com/projects/0083-0264/Intemal Dc
r~ Checkin Comments (optional). PRESS RELEASE
| PRESS CHECK IN CHECKOUT IF NO
[ TO SAVE CH?A\NGES CHANGES ARE MADE

: s J
Check In l.bdateServerCopyk Release Checkout P Cancel I

7. Bluebeam will communicate with SharePoint based on the option selected. If the Check In button
was selected, a new version saves in COMPASS. The previous version(s) are preserved through
COMPASS’s Version History feature.

8. Once the Owner’s review is complete, the Owner needs to take final action to communicate with
the Submitter / Contractor. If no further is action required by the Submitter / Contractor, the
Owner should press Complete in COMPASS to end the submittal workflow and a notification
email will be sent automatically. If further action is required, the Owner should press Revise and
Resubmit and provide comments to the Submitter / Contractor.

9.7.2.3 Multiple Users Checking Out to SharePoint
Only one user can check a file out to SharePoint at a time. If a document is checked out and another
individual attempts to check out the same document concurrently, Bluebeam will open and provide the
following message:

=

The file hittps://ctgovdot . sharepoint .com.projects/ 0310
0059/ Intemal Documents120_Contractor_Submittals
(FOFWEFI no cc TEST pdf' is cumenthy checked out by
another user. Would you like to open this file read-onhy?

Yes Mo
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To identify the user who has a document checked out via the SharePoint feature, users can navigate to the
file in the Internal Documents folder. For Contractor Submittals this location is Internal Documents -
120_Contractor_Submittals (PDF). The name of the user who has a document checked out will be listed
in document’s row under the Checked Out To column:

Checked Qut To

9.7.3 Bluebeam Attachment Tool

When using COMPASS, Owners and Reviewers may choose to respond to the Submitter / Contractor
with a letter or memo. Such a response can be transmitted via COMPASS using Bluebeam Revu’s
Attachment Tool.

To attach a file inside of a COMPASS document:

1.

Open the submittal document from COMPASS using a Bluebeam Studio Session or by Checking
Out Documents to Bluebeam.

Once the document is opened in Bluebeam Revu, go to Tools - File Attachment.

An Open Dialog box appears.

|
Type | Location | Status |
ProjectWise V10 ctdot projectwizeonline.com:CTDOT Ready
SharePoint https://ctgovdot sharepoint .com/projec...  Ready
My Computer From Disk:

Login | '_-:;-:':'.l oK I Cancelb

Browse to and select the desired file to send to the Contractor. Then click Open. Note:
Attachments are made individually, so only one file can be selected at a time. If multiple files
need to be attached to a submittal document, then a separate attachment can be created for each
file.

Click on the submittal PDF to place the Attachment icon, a paper clip. Attachment icons can be
moved after they have been placed. Click and drag the icon to move it. The name of the
attachment file is revealed when hovered over with a mouse.
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ATTACHMENT ICON

6. When finished inserting attachment(s), finalize the Bluebeam Studio Session or check-in the PDF
per the applicable instructions for Using Bluebeam to Review Submittals.

7. If no further action is required by the Contractor, press Complete. If the Contractor has further
action or correspondence, press Revise and Resubmit. The Contractor will be able to view and
download the original submittal with the response attachment. This response attachment will also
automatically save in the Internal Documents version controlled folder in COMPASS. Note: If
using the Attachment Tool, the submittal Owner should include a note to the Contractor in the
Comments box, notifying the recipient that an attachment containing additional information is
embedded in the document.

9.8 Save a Draft

The Owner, Reviewer and Submitter / Contractor have the option to save their work as a draft without
advancing the workflow. In the Process Assignment and Document Submittal windows, if the Save
button is selected the user’s work will be saved as a draft. In the Submittals/Transmittals table, the
Review Status will show as Draft. The Ball-In-Court will remain with the user who selected save.

SAVE WORK AS A DRAFT
WITHOUT ADVANCING

THE WORKFLOW.

9.9 Revise and Resubmit

The Revise and Resubmit button in COMPASS is not to be confused with the Department’s disposition,
as communicated through the Digital Review and Action Stamps. The nomenclature in COMPASS
indicates the submittal review status, not the Department’s disposition.

The Submittal Owner should select the Revise and Resubmit button if there is further action that the
Submitter / Contractor needs to take before the Submittal can be completed. The Owner should provide
comments in the comment pop-up window and / or via mark-ups in the actual submittal document(s)
(created Bluebeam). When the Owner selects the Revise and Resubmit button, the Ball-In-Court will
update to the Submitter / Contractor, with a Review Status of Revise and Resubmit in the
Submittals/Transmittals table.
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The Submitter / Contractor is responsible for reviewing all comments and mark-ups and resubmitting the
document(s) as needed. If the Owner returns a shop drawing submittal with different dispositions
stamped on each sheet, the Submitter / Contractor shall revise individual sheets as needed. When the
replacement document is ready to submit, the Submitter / Contractor shall combine into one file the
approved sheets and replacement sheets.

The Revise and Resubmit function can be used multiple times, if needed, for a given Submittal.
COMPASS has automated Version History so all versions of a given document are saved in the same
location and can be readily accessed.

9.10 Revising and Replacing a File
When a submittal is returned to the Submitter / Contractor as Revise and Resubmit, the Submitter /
Contractor is responsible for opening the document, reviewing all email comments and mark-ups, and
responding according to current business processes as described in Section 9 of the CTDOT Digital
Project Development Manual.

9.10.1 Opening and Downloading a File
To open a file, navigate to the appropriate submittal from the Submittals / Transmittals table. Select the
hyperlink in either the Submittal or Review Status column. The Review Status will be listed as Revise
and Resubmit; the Ball-In-Court will list the Submitter / Contractor’s user name.

REVIEW
STATUS

SUBMITTAIL SUB TYPE ITEM NO

_______

SELECT SUBMITTAL NAME OR
REVIEW STATUS (REVISE AND
RESUBMIT) TO VIEW DOCUMENT

When the hyperlink is selected, the Document Submittal window will appear. This window will appear
similar to the original window used to create a New Submittal. The two key differences are that the
submittal document(s) will appear and there will be a Replace File link under each document listed. To
view the submittal document(s), select the file name.
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> Close | Document Submittal

Submittal Name: @
Shop drawing highway test
tem Number:- not required
0090693 - SPARE PARTS, 0101050 - ENVIRONMENTAL LAND\-
ittal Type °

SELECT THE NAME OF
THE DOCUMENT TO VIEW

If the document is a PDF, it will appear in a PDF viewer. From the PDF viewer, the document can be
downloaded and saved to the preferred location (e.g., desktop, server, drive, etc.) Examples of how to
save from the PDF viewer are shown below. The exact appearance and function vary by device and

browser type.
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9.10.2 Revising a File
Once the comments provided via email and/or in the document mark-ups are reviewed, the Submitter /
Contractor is responsible for revising the submittal document(s). The Submitter / Contractor should not
revise any portion of any documents that have been accepted by the Department.

9.10.3 Shop Drawings and Working Drawings
If the Owner returns a shop or working drawing submittal with different dispositions stamped on each
sheet, the Submitter / Contractor shall revise individual sheets as needed. Consistent with current
business processes, the Submitter / Contractor shall only make modifications to sheets stamped Revise
and Resubmit or Rejected; the Submitter / Contractor shall not make any modifications to sheets that have
been accepted by the Department. When the replacement document is ready to submit, the Submitter /
Contractor shall combine the approved sheets and replacement sheets in the appropriate order in one file.

To combine approved and replacement sheets using Bluebeam Revu, open the document that was
downloaded from COMPASS. Then go to Document > Replace Pages, or press CTRL + SHIFT + Y.

Apply Stamp...

Insert Blank Page...  Ctrl+Shift+N

Insert Pages... Ctrl+Shift+]
Insert Layered Page...

Insert from Scanner...

Extract Pages... Ctrl+Shift+X
Split Document...

Replace Pages... Ctrl+Shift+Y

Rotate Pages... Ctrl+Shift+R
Crop Pages... Shift+Alt+0

Number Pages...

An Open From dialog window will appear. Navigate to and select the file that contains the replacement
pages.
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z

| Type | Location | Status |
ProjectWise V10 ctdot projectwiseonline. com:CTDOT Ready
My Computer From Disk

Login | ..‘:_:f,vﬂ.l | OK I Cznodl

7

WHEN THE OPEN FROM DIALOG WINDOW APPEARS,
NAVIGATE TO AND OPEN THE FILE CONTAINING THE
REPLACEMENT PAGES.

If the replacement pages are contained in separate files, the above process can be repeated until the new
document is compiled. Note: Documents that have been certified or digitally signed cannot have pages

replaced.

9.10.4 Replace File

When the replacement document is prepared, the Submitter / Contractor should:

1. Navigate to the appropriate submittal page and click the Replace File button. Note: The
Submitter / Contractor should not respond to a Revise and Resubmit by attaching a new
document in the Attach File(s) window:

Do not replace by attaching a new
file marked as Rev 1, Rev 2, etc.

2. A document file window will appear. Select the correct document to upload, then press the Open
button. The replacement document does not have to match the original file name; it can have any
name necessary based on the Submitter / Contractor’s naming conventions (e.g., Rev. 1, etc.).
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n Replace R and R Example Rev 1

1ame: |Replace R and R Example Rev 1 = |

3. The File Ready to Replace prompt appears. The file name in COMPASS remains the same,
regardless of the name of the replacement file itself.

R COMPASS INDICATES WHEN THE NEW
FILE HAS BEEN SUCCESSFULLY ADDED.

tal name.pd

4. If more than one file in a given submittal is to be replaced, press Replace File under each
document and repeat the process described above. Ensure that the correct replacement file is
uploaded to replace the corresponding original document in COMPASS.

5. Press Submit to complete the R&R process. COMPASS automatically saves the replacement file
in the original document’s Version History. The Ball In Court will return to the submittal Owner.
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9.11 Send Back to Owner
If an individual is incorrectly assigned to review a submittal, the assignee should push the Send Back To
Owner button to return the submittal to the Owner. A comment should be included explaining the reason
for sending back the submittal. This will route the document back to the Owner to assign correctly. Any
individual who believes a submittal to have been incorrectly assigned is responsible for sending back
the document immediately to avoid any delays to the processing period.

Revise and Resubmit Complete

PRESS TO SEND SUBMITTAL BACK TO
OWNER WITHOUT PERFORMING A REVIEW

Send Back to Owner

9.12 Ball-In-Court Status

The Submittals/Transmittals table contains a Ball-In-Court column that automatically updates throughout
the workflow. The Ball-In-Court will list one or more individuals at a given time during the review
process. Once the Submittal is complete, the Ball-In-Court field is blank. All project staff are responsible
for monitoring the Submittals/Transmittals table regularly.

9.13 Navigating the S&T Table

The contents of the S&T table can be searched, filtered and sorted for ease of use.

To search or filter, enter key words from submittal names in the search field, or select option from the
various drop-down boxes. Press the Reset Filters button to clear all search and filter results.

FILTER SUBMITTALS BY

(,O Search Submittals ) Sub Type Status v Ball In Court Due Date

Reset Filters

To sort columns, select the arrow to the right of each column heading. Columns can be sorted in
ascending or descending order.

SUBMITTAL Vv SUBTYPE v ITEMNO. v REVIEW STATUS “ BALLINCOURT v SUBMITTAL DATE v FINAL DUE DATE Vv
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9.14 Complete Submittal

The Submittal Owner is responsible for pressing the Complete button to finalize a review. The Complete
button should not be pushed until there is no further action required by the Submitter / Contractor. For
example, if a Submittal Review stamp is applied, a submittal should only be completed if the
Department’s disposition is “No Exceptions Noted” or “Exceptions as Noted.” The Submitter /
Contractor is responsible for opening and reviewing the final submittal documents to determine the
Department’s disposition. The Department’s disposition is not shown as a status in the Submittal /
Transmittal tool; it will be communicated per the current business processes. Once a submittal is marked
Complete, the action cannot be undone and no further action can take place in the submittal workflow.

COMPLETE DATE ORDER

N A
NA

PRESS COMPLETE WHEN SUBMITTAL IS
FINALIZED AND NO FURTHER ACTION IS
REQUIRED BY THE SUBMITTER / CONTRACTOR

9.15 Comments

The COMPASS Document Submittal / Transmittal Application contains two mechanisms for providing
comments.

9.15.1 Comment Log
The comment log is accessible to all individuals in the project Site Owners or Site Members groups and
can be used for any submittal-related communication. The log can be accessed through any of the
Submittal / Transmittal windows (e.g., Submittal Status Review, Submittal Process Assignment, Send
Back, Complete, etc.) Click the Comments/Log tab to view all comments provided on a given submittal
and write new comments. After a new comment is typed, press Post to log it. All comments are
automatically date and time stamped and identify the entrant. The comment log is searchable, and a
record of the log saves in each COMPASS project page.

> C \ Submittal Status Review
CLICK TO WRITE AND
VIEW COMMENTS
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- | SEARCH FOR COMMENTS
Details Comments/Log USING KEY WORDS

ADD COMMENTS TO COMMUNICATE
ABOUT A SUBMITTAL WITH INTERNAL

PROJECT STAFF

~—— POST OR CANCEL (DELETE) A COMMENT

9.15.2 Comment Pop-Up Windows
Optional comment windows pop-up when the Ball-In-Court is returning to the Submitter / Contractor or
when the Send Back button is pushed. The Owner or Reviewer completing a given process can use the
comment field to communicate with the recipient. Once the comment is typed in the pop-up, press
Submit to log it. These comments will populate in the email notification sent to the recipient and be
saved in the Comment Log to maintain a record of project communication.

Resubmit Comments
PROVIDE COMMENTS TO SUBMITTER

Pleaze enter any comments you have / CONTRACTOR IN THE RESUBMIT
/ COMMENTS POP-UP WINDOW.
Comments
< This submittal is incomp®\>
/ ' < L < < =

m S

9.16 Document Storage

The Internal Documents section is a SharePoint library attached to each project. To access the Internal
Documents library, navigate to the Project Dashboard, Details or Submittals/Transmittals page of the
selected project.
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Project No. 0173-0468
Temp ID. PP092-0019
Schedule Phase: Contract-Processing

Project Overview

Contacts
Internal Documents
Documents

Project Emails

Report of Meetings

By default, all Contractor submittals are saved to the Internal Documents library, in the file named
120_Contractor_Submittals (PDF).

+ Add colu

Internal Documents CoNTRACTOR SUBMITTALS (INCLUDING ALL VERSIONS)
AUTOMATICALLY SAVED TO THIS FOLDER.
[ Name Modified Modified By
B8 100_Contract_Plans (PDF) October 26, 2018 Brad Wilcox
=] 110_Contract _Documents October 26, 2018 Brad Wilcox
@ Contractor_Submittals (PDF) October 26, 2018 Brad Wilcox
B8 130_Final _Engineering_Reports Cctober 26, 2018 Brad Wilcox

9.16.1 Document Storage Securities
All users included in the project Site Owners Group and Site Members Group can view the document
folders and document versions. Users in the Site Contractors Group are blocked from viewing the

document folders.

9.16.2 Version History
COMPASS includes automated Version History. Every version of each individual document is
automatically saved in COMPASS. This includes the original document as submitted, versions saved
from Bluebeam Studio Sessions, versions saved from checking out to SharePoint and replacement files
submitted in response to a Revise and Resubmit.
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To access all document versions of a Submitter / Contractor’s submittal:

1. Navigate to the project site.

2. Go to the Project Dashboard, Project Details or Submittals/Transmittals page.

3. Select the Internal Documents library on the left-hand side of the page.

Project No. 0173-0468
Temp ID. PP092-0019

Schedule Phase: Final-Design

Project Overview

Contacts

Internal Documents

Documents

Project Emails

Report of Meetings

4. Select folder 120_Contractor_Submittals (PDF)

D Name

B8 100_Contract_Plans (PDF)

B8 110 _Contract _Documents

® & 120 Contractor Submittals (PDF)

B8 130_Final _Engineering_Reports

Modified

October 26, 2018

October 26, 2018

October 26, 2018

October 26, 2018

Internal DocumentsS CONTRACTOR SUBMITTALS (INCLUDING ALL VERSIONS)
AUTOMATICALLY SAVED TO THIS FOLDER.

Modified By + Add co

Brad Wilcox

Brad Wilcox

Brad Wilcox

5. Navigate to the document. Columns can be sorted by Name, Modified (date) or Modified By.
Click the ellipses (three dots) to show the drop-down menu associated with the preferred

document, then click Version history.
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Rename

Alert me

@ ol Working drawing.pdf 3 days ago
ol multi-page working drawing2.pdf Open
1. SELECT THE DROP-DOWN P
MENU ASSOCIATED WITH Share
THE DOCUMENT :
Copy link
Download
Delete
Pin to top
Move to
2. SELECT VERSION HISTORY
Copy to

6. The document Version history shows in a new window. All versions of the document are listed
with their associated version number, date and author. Click on any version’s hyperlink to view
the version. When a file has been saved back from a finalized Bluebeam Studio Session, it

presents as Modified By CTDOT Admin.

Version history

Delete All Versions

No. + Modified

3.0  10/30/2019 11:00 AM
2.0 10/30/2019 10:59 AM

1.0 10/30/2019 10:58 AM

Modified By Size
Peter Parker 8077 KB

CTDOT Admin T8 KB

Peter Parker 3KB
Folder 120 Contractor Submittals (PDF)

Comments
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9.17 Delete a Submittal

Members of the project Site Owners permission group have the ability to delete a submittal. When this
function is exercised, all elements of the submittal are deleted, including:

e Lineiteminthe S&T table
o Back-up document(s) in the Internal Documents folder
e Comments and comment log

Submittals can be deleted when they are in the following workflow stages:

e Process Assignment
e In Review
e Send Back

Submittals cannot be deleted if they are the Revise and Resubmit or Complete workflow status.
To delete a submittal:

1. Select the submittal from the S&T table.

2. If the submittal is in Process Assignment or Send Back status, select the Delete Submittal button
located in the lower left-hand corner of the page. If the submittal is In Review, select Edit to see
the Delete Submittal option.

o
Q
5
O
)

“Omi t Cave Re € nd Reciibmit
ot o s BB S R

SELECT TO DELETE A SUBMITTAL,
INCLUDING ALL ASSOCIATED
FILES AND COMMENTS

3. A Delete Submittal confirmation window will appear. Select Delete to confirm the deletion.
Select Cancel to abort the process. Once the Delete button is selected all documents and data
for the submittal will be permanently deleted. This process cannot be undone once the Delete
button is selected.
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Delete Submittal

SELECT DELETE TO CONFIRM
PERMANENT DELETION.

SELECT CANCEL
TO ABORT

Section 10 Project Menu

The Project Menu — located on the left side of Dashboard and Details pages — is comprised of the
following sections:

e Contacts: The Contacts folder can be used to add contact information for project staff,
stakeholders, agencies or other relevant users.

e Internal Documents: The Internal Documents folder is structured to mirror ProjectWise.
Documents routed through the Submittal / Transmittal tool automatically save to pre-allocated
Internal Documents subfolders. Users with access can also save and share documents directly
through the Internal Documents folder.

e Documents: Under Construction. Do not use this folder at this time.

e Project Emails: Project-related emails that need to be memorialized can be saved to the Project
Emails folder. The contents of this folder are viewable to those with project site access. Highly
confidential project emails that require more restricted access should not be stored in this
location.

o Report of Meetings: The Report of Meetings tab provides a project-specific OneNote notebook.
Project staff can use this OneNote to document meeting minutes, or expand its use to record other
notes.

When a selection is made from the Project Menu, a new window will automatically open to provide the
information. For example, if the Internal Documents item is selected, a new browser window will be
created.
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Project No. 0012-0096
Temp ID. PPO12-0001
Schedule Phase: Completed

Project Overview

Contacts
Internal Documents

Documents

Project Emails

Report of Meetings

Section 11 Design Initiated Change Orders

Design Initiated Change Orders (DCOs) are change order requests in which the designer alters the
original contract by:

e Arrevision to an existing plan sheet(s) or specification(s).
e The addition of a new plan sheet(s) or specification(s).
e The deletion of an existing plan sheet(s) or specification(s).

The creation and management of DCOs shall be as specified in this section.

Contract plans changed or added due to DCOs shall be submitted in a digitally signed PDF discipline
subset(s) containing only the added or revised sheets. The original sheets being revised or deleted shall
not be included in the Change Order submittal. The first sheet of each DCO subset shall be digitally
signed in a digital signature placeholder that is placed in MicroStation as described in Section 5 of the
CTDOT Digital Project Development Manual. DO NOT ADD a cover sheet. Once digitally signed the
DCO subset(s) shall be submitted to the CTDOT using COMPASS.

11.1 Uploading DCOs to COMPASS

The discipline DCO subsets shall be named as follows when uploaded to COMPASS:

Subset Description COMPASS File Name
Original Discipline Subset  04-Traffic

Issued November 2019 Version 1.0 Page 64 of 140


https://portal.ct.gov/DOT/Engineering-Applications/Digital-Project-Development-Manual

Connecticut Department of Transportation — COMPASS User Guide

DCO Discipline Subset 04-Traffic_CO1
6" DCO 04-Traffic_C06
To upload a DCO to COMPASS:

1. Navigate to the relevant project site.

2. Select the Internal Documents folder.

Project Overview

GO TO THE INTERNAL
Contacts DOCUMENTS FOLDER

Internal Documents
Documents

Project Emails

Report of Meetings

3. Select the 100_Contract_Plans (PDF) folder.

Internal Documents
SELECT THE 100_CONTRACT_PLANS
(PDF) FOLDER
D Created Modified Folder
B June 27,2018 June 27, 2018 100_Contract_Plans (PDF)
Bu  June27 2018 June 27, 2018 110_Contract _Documents
June 27, 2018 June 10 120_Contractor_Submittals (PDF)
June 27, 2018 June 27, 2018 130_Final _Engineering_Reports

4. Upload files by selecting Upload > Files or using the Drag and Drop function.
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P 7%
1 Upload ¢/ Quick edit |~

Modified Name

UPLOAD FILE(S) BY SELECTING
UPLOAD > FILES OR USING THE
DRAG & DROP FUNCTION

The contract sheets (previously submitted final plans, addenda plans, or DCO plans), being revised by
DCO shall NOT be modified except when the Engineer of record places a DCO stamp on the revised
sheets. This digital DCO stamp crosses out the entire sheet with a red X and adds the following note:
“THIS SHEET REPLACED BY DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy” where

“Y” equals the Design Initiated Change Order number. This stamp is placed over digital signatures.
Warning: When placing the stamps, removing the digital signature is not allowed.

For this process see Section 7 of the CTDOT Digital Project Development Manual.

The Index of Revision Sheet(s) located in the 02-Revisions subset shall be updated by the project
manager for all DCOs, and submitted as described in Section 7 of the CTDOT Digital Project
Development Manual.

A watermark of the signer’s signature; signature only for CTDOT-designed plans; or PE Stamp for
Consultant-designed plans shall be placed on all DCO sheets.
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Paper copies for all change orders will be requested and sent to all applicable units following Section 3 of

the CTDOT Digital Project Development Manual.

11.2 Sharing DCO Documents with Contractors

To share a DCO document with a Contractor:

1. Click the ellipses next to the appropriate document. Select Details from the drop-down menu.

est document.pdf |«

1. SELECT ELLIPSES.

2. SELECT DETAILS.

Open
Preview
Share
Copy link
Download
Delete

ename

o)

Pin to top
Move to
Copy to

Version history

Alert me

More

2. Select “Manage access.”
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Has Access

@ This item has been shared with guests

Manage access

Properties Editall

SELECT MANAGE ACCESS.

3. Select “Grant Access.”

la} Blank test document.pdf
SELECT GRANT ACCESS.

Manage Access

Stop sharing

@ Links Giving Access ©

4. Inthe Grant Access pop-up window that appears, input the Contractor’s email address associated
with the COMPASS project. Select “Can view” to grant read-only rights. Press the “Grant

Access” button.
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1. INPUT CONTRACTOR'S
EMAIL ADDRESS. \aacr ?egtoﬁgifismf
Enter a name or emall address

2. SELECT "CAN VIEW" TO Can edit

GRANT READ-ONLY ACCESS. '
7" Can view

/ Can edit
Recipients can make changes.

3. CLICK "GRANT ACCESS." i_l

egory Proiect No

5. Select “Share.”

Q

&2 Share Grant Access

la} Blank test document.pdf

Manage Access

N Stop sharing

@ Links Giving Access ©@

6. Change the Link Settings to “People with existing access.” Press Apply.
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Link settings %

Blank test document pdf

Who would you like this link to work
for? Learn more

Deople in Connecticut
~ransportation with the link

@ Specific people

@ Cancel

7. Insert the Contractor’s email address. Click “Copy Link.”

Send Link %
Biank test document pdf
1. INSERT CONTRACTOR'S
EMAIL ADDRESS. :
Psople with existing access can
' se the link
Enter a name or email address
Subcategory Add a message (optional)
2. COPY LINK. —\'
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8. Click “Copy.” Paste the link into the document to be transmitted to the Contractor.

= b ¢

CLICK COPY. j

- Dann anth avie
~~. Peopnisw axis

11.3 Revised Sheets - DCO

11.3.1 MicroStation Processes
A note shall be placed directly above the right-hand corner of the title block of the replacement sheets
stating “DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy,” where “Y” equals the Design
Initiated Change Order number. This note is a level in MicroStation that needs to be turned on and
edited.

The areas on the sheet that are being revised shall encircled by a cloud and a numbered triangle shall be
placed somewhere on the line of the cloud. A like-numbered triangle shall be placed in the revision block
of the changed sheet, accompanied by a description of the revision itself. The revision number is specific
to a particular sheet and is specific to the number of times a sheet is changed, including addenda changes.
It starts with one and increases by one for each revision or change to the sheet. If a sheet is changed for
the first time under DCO #5 then the sheets revision number is 1 NOT 5. If the next time it is changed
again is under DCO #7 the revision number becomes 2 not #7.

Details shown on the original sheet, but are no longer required, shall not be deleted but shall only be
crossed out with an “X” on the revised sheet. Engineering judgment must be used to produce clear and
concise information for the contractor.

If the number of changes to the sheet cannot be clouded in a clear and concise manner, the existing sheet
should be voided.

11.3.2 Bluebeam Processes
Sheet numbers for revised plans shall be as follows:

Description Sheet No.
Original Final Plan Sheet 02.25
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DCO 1 02.25.C1
Previous Addenda Sheet 02.25.A2
DCO 4 02.25.C4
Previous DCO 2 Sheet 02.25.C2
DCO 4 02.25.C4

Drawing numbers shall not be modified on revised sheets.

Approval blocks on all new sheets shall be watermarked with a signature (CTDOT) or PE Stamp
(Consultant) and the first sheet of the subset shall be digitally signed in accordance with Section 5 of the
CTDOT Digital Project Development Manual.

11.4 New Sheets - DCO

11.4.1 MicroStation Processes

Changes that require new sheet(s) to be added to a discipline subset shall be formatted in one of two
ways, as follows:

1.

If the new sheet does not have to be placed in a specific location within a discipline subset, the
new sheet shall just be added to the end and numbered sequentially from the previous last sheet of
the discipline subset. The total number of sheets noted on the project plans and discipline subsets
stays the same. A note shall be placed on the new sheet stating, “NEW SHEET ADDED BY
DESIGN INITIATED CHAGNE ORDER NO. “Y” — mm/dd/yy,” where “mm/dd/yy” equals the
month, day and year the change order request was submitted. This note shall be located directly
above the title block. This note is a level in MicroStation that needs to be turned on and edited.

If the designer determines that the new sheet belongs in a specific location within a discipline
subset, the new sheet number shall be the number of the sheet it most closely relates to followed
by (-1.C#). For example, if the new drawing should reside in the 03-Highway discipline subset
right after sheet 03.57 but before sheet 03.58, the new sheet shall be numbered 03.57-1.C#.

The total number of sheets noted on the project plans stays the same. A note shall be placed on
the new sheet stating, “NEW SHEET ADDED BY DESIGN INITIATED CHANGE ORDER
NO. “Y” — mm/dd/yy,” where “mm/dd/yy” equals the month, day and year the change order
request was submitted. This ntoe shall be located directly above the bottom right hand corner of
the title block. This note is a level in MicroStation that needs to be turned on and edited.

When adding a new sheet a new drawing number is also required. The drawing number of the
new sheet shall be the drawing number of the sheet it most closely relates to followed by (-#).
For example, if the new drawing must be placed in the project plans right after drawing number
HWY-10, the drawing number shall be HWY-10-1.
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11.4.2 Bluebeam Processes
Added sheet numbers shall be as follows:

Description Sheet No.
Original Final Plan Sheet 04.31
DCO 3 04.31-1.C3
Previous Addenda Sheet — Added Sheet 03.24.A1
DCO 4 03.24-1.C4
Previous DCO — Revised Sheet 02.45.C1
DCO 2 02.45.C2
Previous Addenda — Added Sheet 05.14-1A1
DCO 2 05.14-2.C2
Previous DCO — Added Sheet 02.45-1.C1
DCO 2 02.45-2.C2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet
number plus C#, where # equals the Design Initiated Change Order Request number.

Description Sheet No.
Original Final Plan Sheet 04.5
DCO1 04.6.C4

11.5 New Subset Required — DCO

New subsets shall be submitted by DCO and prepared the same way as a FDP discipline subset except
with the addition of a C# in the sheet numbers and an note placed, directly above the right hand corner of
the title block, on the replacement sheets stating “NEW SHEET ADDED BY DESIGN INITATED
CHANGE ORDER NO. “Y” — mm/dd/yy, where “Y” equals the Design Initiated Change Order number.
This note is a level in MicroStation that needs to be turned on and edited. The first sheet of a new subset
will be a subset cover sheet containing an index of drawings contained in that specific subset.

11.6 Voiding Sheets

Contract sheets are never deleted. Sheets submitted within final design plan subsets, addenda subsets, or
design initiated change order subsets that are no longer needed shall NOT be deleted, but shall be voided
by the engineer of record, with a DCO stamp. The voided stamp crosses out the entire sheet with a red X
and adds the following note: “VOIDED BY DESIGN INITATED CHANGE ORDER NO. “Y” —
mm/dd/yy,” where “Y” equals the Design Initiated Change Order number.

11.7 DCO Special Provisions

Special provisions shall be created in accordance with the Department's policies and procedures for
Contract Development.
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11.8 DCO Memorandum from Design to Construction

A DCO Memorandum from the Designer to Construction shall be prepared for all change orders. This
memorandum shall not include any digitally signed DCO plans and / or DCO specifications. The
digitally signed DCO plans shall be uploaded into the 100_Contract Plans folder in COMPASS and the
DCO special provisions shall be uploaded into the 110_Contract folder in COMPASS. The memorandum
shall include the following:

A detailed description and justifications of the changes requested.

Identify the funding source, if known.

A listing of each new, revised, replaced and / or voided plan sheet(s).

A listing of each new, revised replaced and / or voided special provision(s).

A list of the changes in the estimated quantities for the project (increase, decrease). The list
should also include any item that is new to the project or any item that is deleted as a result of the
revised work. Item numbers of items already in the project should be provided. Item numbers
for items that are not currently in the contract should be provided if known.

The estimated increase in cost or credit associated with the change order request.

The DCO Memorandum shall be submitted into the using the COMPASS S&T Application. To properly
route the DCO Memorandum via COMPASS, users should perform the following steps:

The project site owner shall list the Construction District Engineer in the Memorandum
submittal type line in the Approval Matrix.

The designer shall create a new submittal in COMPASS and select Memorandum as the
submittal type.

The Construction District Engineer will review and route the Memorandum as needed once
received.

Section 12 Executive Dashboard

The Executive Dashboard provides an overall summary of all active projects. The Executive Dashboard
is accessed from the COMPASS Landing Page and any Project Landing page. Select the blue button to
view data.

@ycomeass

€& View Executive Dashboard
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< Close Executive Dashboard
Executive Dashboard
OVERALL PROJECTS SCORE PROJECTS HEALTH 4 BUDGETS g SCHEDULE

Good 101/681 -l

At 331/681

Risk

Poor
Poor ﬂ 243/681

$1,734,747,057 $3.664,119,257

Click on the question mark (?) option in the upper-right hand corner of each section of the Executive
Dashboard to determine how each assessment is calculated. For details, see Data Sources and

Computations table.

PROJECTS HEALTH ‘ BUDGETS

Good i 6/68 Projects Health

At Risk 476! Includes all projects not in Completed or
Cancelled status.

Poor 305 206
Calculation: (Schedule Scores+Budget
Scores) /2
SCORING:

s =89%% = Green/Good
s 7096-89% = Yellow/At Risk
s <70% = Red/Poor

Section 13 MS Project Schedule

All Microsoft Project schedules managed in-house are now stored in COMPASS rather than ProjectWise.

13.1 Software License Requirements
Project Managers and any individuals who will be actively maintaining an MS Project schedule must
have a Microsoft Project Professional desktop application license and a Microsoft Project Online
Professional license. Individuals who will be viewing schedules or implementing minor edits in
COMPASS require the Microsoft Project Online Essentials license only.
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13.2 Existing MS Project Schedules

AEC Applications is coordinating with individual Project Managers (PMs) to migrate all active, existing
MS Project schedules from ProjectWise to COMPASS. For questions on the migration process, contact
Chris Smith in AEC Applications.

13.3 New MS Project Schedules

To create a new MS Project schedule, follow the instructions provided in Appendix C: Microsoft Project.
When the new MS Project schedule is ready to be added to COMPASS, save it to the appropriate Internal
Documents = 140_Project Administration folder in COMPASS.

L Search + New T Upload ™ CE Sync B Export to Exce & Quick edit

Contacts

Internal Documents

Dociments D Created Modified Name
Priect Esvile June 27, 2018 June 27, 2018 100_Contract_Plans (PDF)
Report of Meetings June 27, 2018 June 27, 2018 110_Contract _Documents
Edit June 27, 2018 June 10 120_Contractor_Submittals (PDF)
June 27, 2018 June 27,2018 130_Final _Engineering_Reports
June 27, 2018 June 27, 2018 131_Engineering_Reports_Confidential

June 27, 2018 June 27, 2018 140_Project_Administration
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Internal Documents 140_Project_Administration

J

Created Modified Name

Press the Upload button or Drag
and drop MS Project file to save
to COMPASS Internal Documents

Drag files here

Once the schedule is prepared and saved in the 140 folder, contact Chris Smith in AEC Applications to
have the file linked to the COMPASS pages.

13.4 Working with MS Project — Desktop App

13.4.1 Configuring MS Project COMPASS Profile

In order to interact directly with schedules stored in COMPASS via the MS Project Professional Desktop
Application, set-up the configuration as follows:

1. Open the Microsoft Project Professional desktop application.
2. Click the File tab at the top of the screen.
3. Press Info > Manage Accounts
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1) Click here
2) Click here

Project] - Project Professional

roject Web App Accounts Project Information ~
You're not connected to Project Web App Start Date Today
Manage
Accounts Finish Date Today
Schedule from Start
Current Date Today
= Organize Global Template Status Date Today
e Move views, reports, and other elements between project files and the global template. Project Calendar  Standard
Organizer Priority 500
4. Click Add.

5. Inthe Account Properties window, enter the information provided below, then press OK.
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2) Enter this
iInfarmation

Available accounts:

Project Web App Accounts

Default

1) Click
here

Account Properties

Account Mame:

| Cnmpass|

Project Server URL:
| https://ctgovdot.sharepoint.com/sites/pwa |

Set as default account

Current account: C
To switch accounts,

When starting

Ogse my default account

@thnse an account

3) Click here

[ ok . Cancel |

4) Click here

13.4.2 Opening a Project Schedule

Schedules stored in COMPASS can be opened to view or edit via the MS Project Professional Desktop

Application:

1. Open the Microsoft Project Professional desktop application.

2. Choose the COMPASS profile; press OK.
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Login
Profile: | COompass ol
I_.cuad Summary Resource Assignments
' workoffline | ok | cancel
Version 1.0 Page 79 of 140



Connecticut Department of Transportation — COMPASS User Guide

3. Choose Open Other Projects.
4. Under Project Web App, choose COMPASS.

Open

Project Web App

= COMPass ——

dE \
v Recent

5. Click Browse and choose the desired project schedule from the list. Note: If the Project schedule
is not listed, click “Show me the list of all projects.”

Mame Cache Status Last Access Time
%Show e the list of all projects
_F' roject Schedule_HW_Waorking_0036-0195 32119 10:57 AM
_F'r-:uject Schedule_HW_Werking_0139-0191 31719 2:31 PM
_F'r-:uject Schedule_TR_Werking_0013-0363 3/291912:02 PM
B3 Proiect Schedule TR Workina 0132-0133 47119 242 PM

6. Click Open.

13.4.3 Publishing a Schedule

To make changes visible to other users in COMPASS, the schedule must be published. To publish an MS
Project schedule:

1. Click on File = Info.
2. Click the Publish button.
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Info

CTDOT - TPMS

Connecticut Department of Transportation = sites

F Publish Project Progress
Q Last published: 11/9/18 9:29 AM.
Publish Publish your project to share more recent updates with your team.

SharePoint site: https://ctgovdot.sharepoint.com/sites/

13.4.4 Checking in a Schedule

When closing out of a schedule or the application, the user will be prompted to check-in the MS Project
file. The user must actively check-in the MS Project schedule to COMPASS before each exit.

13.5 Working with MS Project from COMPASS

Microsoft Project Professional is integrated into COMPASS. Project Managers can edit, change, publish
and perform other MS Project tasks inside of MS Project from either the Project Web Application (PWA)

or MS Project Professional.

13.5.1 Open MS Project from a COMPASS Project Site
To open a schedule via COMPASS, navigate to that project’s COMPASS site. On the Landing Page or
Project Details page, select the MS Project Schedule button.

Project No. 0159-0191 Ti

ef

.\ CLICK TO OPEN FROM THE

mp ID. PPO0C0-0000

PROJECT LANDING PAGE

Dashboard

f MS Project Schedule

Details Submittals/Transmittals

CLICK TO OPEN FROM
THE DETAILS PAGE
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To edit the schedule in the Microsoft Project desktop application, navigate to the task tab, click the down
arrow on the Edit button, and select In Microsoft Project. The schedule will then open in the Microsoft

Project desktop application.

BROWSE PROJECT PAGE TASK OPTIONS
C."- a
E® Copy
Paste Save Close Publish _ Se Aanua Auto nse Delete Addto
Undo - Baseline . Schedule Schedule meline
Clipboard g Editing Tas!
B ot In Browser 2 L i) e

In Microsoft Project
FHENCly Desin (33 €ntusnn Clanclind in Last Modified: 4/30/2018 4:55 PM Version: Published

Schedule_HW_Work |n Microsoft Project

0059-0164
Check out the project in Project
Schedule Professional so that you can make

oy changes to it.
Project Details g ct Initiation Preliminary Design

13.5.2 Edit an MS Project Schedule in the 0365 Web App

To open an MS Project schedule in the Office 365 (0365) Web App (PWA), log-in to COMPASS and
navigate to the project site. From the project page, select the MS Project button to access the schedule via
the PWA. Click the edit button in the project group on the project tab or the task tab. Incorporate edits as

needed.
BROWSE PROJECT PAGE ‘ TASK OPTIONS
é“». m = Cl Documents 1 Risks T )
, = fes

4 100 laa¥® [55] Issues >

Edit Save  Close =rsc;ect Build Previous Next
= . s
te  Team [A Deliverables

Projec Navigate Page
Edit

Check out the project so that you can Status: Checked-in Last Modified: 4/3

make changes to it. This command will
be disabled if the project is already
checked out to you or to someone

else, Press Enter to see more options.
| o . e |

Once edits are complete, click the close button on the Project tab. Select Check it in and then press OK.
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BROWSE PROJECT PAGE ‘ TASK OPTIONS
E B Q =1 (& Documents i Risks m
-1 fe®
OB0  [S% [ issues >
Ed Save | Close Project  Build Previous Next
Ste  Team [ Deliverables

Navigate

Close
Highway , < \ ' 3
Schedule Close the project. ed-out to you since 10/2
0059-01¢ You will have the option to check the

project in if it is currently checked out
Sche¢ to you.

13.5.3 Publish Updates to an MS Project Schedule

Publishing a Microsoft Project schedule makes the most current information available to others users.

When a schedule owner is finished making edits and would like the information to be available to other

users:

1. Press close on the Project tab.
2. Click on Publish in the Project group on the Task Tab. This saves and publishes the changes.

BROWSE PROJECT PAGE TASK OPTIONS

i = HEBER === ¢+ =

_L‘ ER Copy L . — 7
e € Undo = e cee R €3 @ E~as§;t'ev ISc:Fr;éié Scﬁ;éc:e
Clipboard Project Editing
Publish
rlighway Design {ijl Publish the project schedule to make 18 208 Pm

Schedule_HW_Working_

0059-0164 the latest updates public.

13.5.4 Open MS Project from COMPASS PWA Site
Users can also manage MS Project schedules directly through the Project Web App (PWA), rather than
navigating through specific project site. This can be particularly useful for users who are maintaining

schedules for multiple projects.
To open an MS Project file directly via the PWA site:

1. Sign in to Office 365.
2. Click on the Project application button.
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® % T @ »®

SharePoint Teams Project Delve Flow

Click here

3. Locate and select the relevant schedule by project number in the Project Name column.

L ] EE Outline - Wiew: Summa R e i — .
‘.'.v‘ Q G)\ .% [ Rollups i} Filter: Mo Fi\t: - '-_"-‘:-‘ L_li‘.l éﬂ s _(.32‘
PErPrl;‘olees%ns ChF;:l%jejrCSMr Zc‘)gm ZC°)3F Slcrra‘ﬂt'? ] Gantt Chart E# Group By: | Mo Group - Pléo‘jgﬂ T’:El?s = cré‘to print [ Time with Date  Changa
Navigate Zoom Data Timeline Share ShowiHide Praject Type
1) Click to sort on Project Name
July 18 August 5 August 15
5:“| Add tasks with dates to the timeline
Nz

Project ID ® | Project Name * Cwner Start Finish % Complete Work Duration

‘ 100352 E"i‘ 0002-0123 ===l Matwick; Brian J. g/21/2007 8/21/2019 19% oh 500d
100232 Ei 0005-0114 =+« | Bushee; Scott 3/2/2016 12/2/2020 17% oh 1,240.05d
100186 ET;| 0007-0189 =+=| Schilling; Barry A 17272018 8/7/2019 53% 438h 417d
100393 & |oo11-0156 «++| Reed; Bryan H 10/3/2017 3/20/2022 6% 2,408h 1,164d
100371 B |oo11-0157 s« | Bushee: Scott 4/5/2017 10/11/2022 2% oh 1,440d
100354 ET;‘ 0011-0158 =+~ | Reed:; Bryan H 57472018 4/30/2022 5% 3,356h 1,041d
100255 ET;‘ 0014-0174 ==} Aresco; Salvatore Tr21/1998 1042572017 T0% oh 5,025.4d
100278 = |oo14-0188 =+« Aresco; Salvatare 1/23/2015 7/12/2020 40% oh 1,425d
100398 ET;‘ 0015-0248 =+~ | Reed:; Bryan H 11/16/2012 9/9/2019 25% 36,240h 1,777d
100477 Ei 0015-0312 === | Pfaffinger; Jeffray 3/3/2016 10/31/2018 47% oh 695d
100199 Ei 0015-0365 =+«| Conroy; Lisa M. 7/15/2013 10/4/2017 92% oh 1,102d
100408 E 0015-0368 ===\ Pfaffinger; Jeffrey 9/2/2015 6/30/2021 34% oh 1,520.5d
100421 B |oois-02m | Roberts; Scott A. 6/2/2014 9/23/2020 75% oh 1,648d
100297 ET; 0015-0374 =++| Cannamela; Sebastian A 2/17/2016 4/15/2020 93% oh 1,086d
100409 B |oo1s-0376 =+« | Pfaffinger; Jeffrey 5/9/2016 12/2/2020 55% oh 1,193d
100345 B |oo1s-0372 o] Cutler: David A 5/24/2016 1/12/2021 1% 18,672h 1,211d
100218 ET; 0017-0182 =+« | Cherpak; Michael 5 4/8/2014 10/16/2019 0% oh 1,439.38d
100219 E‘ 0017-0187 =++| Cherpak; Michzel 5 9/29/2015 10/31/2022 20% g24h 1,849.53d
100291 Er; 0018-0134 === | Cardinali; Andraw J 3/31/2018 g9/26/2018 99% 3,552h 650d
100236 ET; 0018-0135 =+« | Bushee; Scott 11/16/2016 5/6/2021 62% oh 1,165.7d
100350 E‘ 0013-01386 === | Matwick; Brian J. 5/30/2017 4/6/2019 99% oh 484d
100356 Er; 0025-0147 =+« | Palmer; Gregory 1/1/2017 94/11/2018 45% oh 703d
1nAN2SD |=T] NNIN_NNOT FEEY LNES i | DIVINE 14727001 2O N 1 A58A

“ 2) Locate and select relevant
project schedule from list

4. To view and edit the MS Project schedule, ensure that the “Schedule” tab is selected.
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Ry compass

0002-0128
Schedule
Project Details

Project Site

Ensure that Schedule tab is selected
Schedule: 0002-0128

@ Status: Checked-in Last Modified: 5/6/2019 3:16 AM Version: Published

@ |iDt | Mode | Task Name Start Fin
1 + 4+ Project Initiation Phase 9/21/2017 | 11/
2 = Prepare and Submit PPI 9,/21/2017 | 10/4

13.5.5 Reassigning MS Project Schedule Ownership
To edit an MS Project Schedule baseline (0-5), the user must be assigned as the “Owner” of the schedule.
AEC assigns the correct Project Manager when a schedule is added to COMPASS. The current owner
has the ability to reassign ownership if needed. If the current schedule owner is unable to perform this
task, contact Chris Smith in AEC Applications.

To reassign ownership of an MS Project schedule in COMPASS, the current owner can:

1. Open the relevant MS Project schedule as described above.
2. Enter the Edit Project Details page.

BROWSE PROJECT

0002-0128
Schedule
Project Details

Project Site

Projects
Approvals
Tasks
Resources

Reports

# EDIT LINKS

PAGE

= bocuments

1, Risks I:{;Ie

Previous Next

»®
. |ssuges

Deliverables

Page

@ Status:

ed-in Last Modified: 6/6/2019 8:16 AM

2) Select PROJECT tab

0002-0128

Basic

Mame =
Specify a name for the
terprise Project

100352

3) Click Edit

4/26/2017
8/21/2019

Matwick; Brian J.

1) Ensure Project Details
tab is selected

3. Next to the Owner field, click Browse. Select the new schedule owner, then press OK.
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inish Date 8/21/2019

Pwner Natwick; Brian J.

Browse...

Details

roject Departments |

1) Click Browse. ..

2) Select desired schedule owner

3) Select OK

Blasi; Kevin
blasik@DOT.CT.GOV
Blume; Matthew
BlumeM@DOT.CT.GOV
Bordonaro: Joseph §
Bordanaro)S@DOT.CT.GOV

Bourgoin: Bruce R
Bruce.Bourgoin@ct.gov

Brad Wilcox

Brad Wilcox@ctgovdot.onmicrosoft.com
Brazaitis; Peter

Peter.Brazaitis@ct.gov

Bushee; Scott

Scott.Bushee@ct.gov

Byrnes; Marc P

Marc.Byrnes@ct.gov

Calabrese; Michael N

Michael Calabrese@ct.gov

Calkins: Mathew J
CalkinsMJ@DOT.CT.GOV

4. Clock and check-in the MS Project schedule.

BROWSE  PROJECT = PAGE
E B ‘% E = Documents 1, Risks D
»
fA Issues <«
Edit Save  Close Project  Build Previous  Next
Site Team E‘, Deliverables
Project Mavigate Page
0ooz-0128 (i) status: Checked-out to you since 7/26/201% 2:07 PM Last Modified: 6/6/2019 8:16 AM
Schedule
Project Defls .
o Basic Info
Project Site
_ Name = | 0002-0128 |
Projects
Approvals Project ID | 100352 |
Tasks o
Description
Resources
Reports
# EDIT LINKS
Start Date * 4/26/2017
Finish Date 8/21/2019
Cwner Natwick: Brian J Browse...
Close the project schedule and check-in
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Section 14 Best Practices

14.1 Business Processes
All project staff — including project managers, reviewers, designers, consultants, contractors, etc. — should
monitor their COMPASS accounts daily to assess Ball-In-Court statuses and ensure there is no lag in
reviewing and routing submittals.

14.2 Naming Conventions

File names should not exceed 50 characters in length. Characters include letters, numbers, symbols and
spaces. Submittal and file names should not contain any of the following restricted characters:

~“H%&*:<>2/\{|}

Submittal names should accurately describe the contents of the submittal.
Individual file document names should be in the following format:

Project Number [####-###] Submittal Type [WD, SD, RFI ###, RFC ###, etc.] [Description]
Examples:
1234-5678 WD Access Platform
1234-5678 SD Exodermic Precast Panel
1234-5678 RFI 001 Structural Steel

1234-5678 Letter from Smith to Jones Winter Work

14.3 Revising Working Drawings & Shop Drawings
If the submittal owner returns a shop drawing submittal with different dispositions stamped on each sheet,
the Submitter / Contractor shall revise individual sheets as needed. When the replacement document is
ready to submit, the Submitter / Contractor shall combine into one file the approved sheets and
replacement sheets.

14.4 Revise and Resubmit Comments
When an submittal owner returns a submittal via the Revise and Resubmit function, comments should be
included to focus and guide the revision process. For example, if a submittal contains three documents,
two of which are accepted and one of which requires revision, the following details would be appropriate
to provide in the pop-up comment box:

Submittal reviewed.

Two of three documents accepted.
One document to revise and resubmit.

Issued November 2019 Version 1.0 Page 87 of 140



Connecticut Department of Transportation — COMPASS User Guide

Section 15 Frequently Asked Questions

15.1 Computer Requirements

15.1.1 Devices
COMPASS can be accessed through a desktop computer, laptop computer, tablet or mobile phone. The
device must have internet access. For details on ensuring access to the COMPASS website, see Trusted
Sites.

15.1.2 Software Requirements
COMPASS is a cloud-based application built on Microsoft SharePoint pages. The following software
and account requirements are necessary for CTDOT and Consultant users to experience full functionality
of the COMPASS S&T application, including reviewing and routing Contractor submittals:

e Office 365/ Microsoft online account
e Project-specific access to COMPASS
e Bluebeam Studio account

o Bluebeam desktop application

15.2 Maximum File Size
SharePoint has a maximum file size of 250 MB. This applies to individual file attachments and
documents uploaded directly into the Internal Documents or Documents folders. If a document exceeds
this maximum, the user can break it up into multiple documents contained within the same submittal.

Section 16 Troubleshooting
16.1 COMPASS Access Troubleshooting Tips

Below is a list of troubleshooting tips for users to implement if problems are encountered when trying to
access COMPASS:

e Confirm the user has the proper permissions to access the project.

e Confirm the correct log-in name and password are used.

e Confirm all Trusted Sites are added.

o Completely sign out of Office 365 and COMPASS, then log back in.
e Press CTRL+F5 to perform a hard refresh on the page.

e Delete the browser history and cache.

e Verify with local IT support that there are no firewalls, securities or other issues that would
interfere with connecting to COMPASS.
e Attempt access using more than one web browser.
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16.2 Reset 0365 Password

Problem: | need to reset my Office 365 sign in password.

o Microsoft

Enter password

Your account or password is incorrect. |f you don't
remember your password, reset it now.

Passwo (

:‘C-(:A: my password

Solution: CTDOT users cannot reset their passwords via the “reset it now” default prompt that comes
with O365. See Office 365 Login Instructions for sign in name and password information.

16.3 Missing Office 365 Apps

Problem: When I sign in to Office 365, | do not have any apps.

Office 365 o & 7

Mew to Office 3657

This is your Office 365 home page—where you can see and access all of
your Office 365 apps. If it's empty. it could be that your user license was
very recently assigned to you. Wait 10 minutes and refresh this page. If you
still don't see any apps. contact your IT department. They can help you get
up and running.

Good morning Install Office

>

Add-In All apps
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Solution: Ensure the correct Office 365 Sign In credentials are inputted to access all the applications
available with the CTDOT 0365 license.

16.4 Loading Projects

Problem: When I log-in to COMPASS, all | see is the COMPASS header and a spinning wheel that says
“Loading Projects.”

oy
®

Loading Projects...

Solution: Add COMPASS Trusted Sites to Internet Explorer web browser.

16.5 MS Project Button Does Not Work

Problem: When I press the MS Project button in my COMPASS project, nothing happens.

Solution: If the MS Project button does not open a schedule,

1. Confirm with the PM that an MS Project schedule is attached to the COMPASS project site. See
Open MS Project from COMPASS PWA Site for instructions.
2. Confirm that the user trying to access the schedule has an MS Project Online license.

Contact Chris Smith in AEC Applications with any MS Project questions.

16.6 Bluebeam Studio Sessions

16.6.1 Bluebeam Studio Session Finalization Process
In order to maintain the Bluebeam integration with COMPASS, Studio Sessions should only be finalized
via COMPASS as shown below and described in the Finalize Bluebeam Studio Session section.
Bluebeam Studio Sessions should not be finalized directly inside the Bluebeam Studio Session.
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YES:

1000 - ENVIRONMENTAL HEALTH AND SAFETY, 0202447 - COLD MILLING REMOVAL OF BITUMINOUS C.

o 0
|

|- Add Item Number
bmittal Type Urgent
Shop Drawing - H ay's
f maEmaiEsteg If Finalize Bluebeam Studio Session
i Drag files to upload, or click to select files
i manually

Studio H S~
0310-0059 external test - 769-930-953 B H M

My Status: Finish Session

~  Attendees

{} Smithcd

- Documents

@ external test. pdf

Record Motifications Pending

16.6.2 Bluebeam Studio Session Expiration Date
A Bluebeam Studio Session created through COMPASS is set to expire by default one month after its
creation. If additional time is needed a user can either finalize the Session and launch a new one within
COMPASS or extend the Session’s expiration date.
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To extend the Session’s expiration date:

2) Click here
to expand

3) Click to open
Settings

Disable expiration
by unchecking here

Modify expiration
date here

Studio H

0310-0059 external test - 769-930-953 ~

[ settings

~ Attendees

{} Smithed

v Documents

@ external test.pdf

Record Pending
' [2) Smithed: Addex
2 & Smithed: Jo

General | Atendees | Permissions

1) Click here to
expand Studio

Session Mame:  0310-0059 extemal test
Session [D:  763-930-953
Total Users: 1
Total Files: 1
Total Space:  32.11 KB
. 4/B/20192:18:28 PM

Studio v2

Expiration: Enabled

May 08, 2015

E~ 218PM |2

Manage Noetfications

Click OK to
accept changes

16.6.3 Restoring Archived Bluebeam Studio Session
Only the user who started a Bluebeam Studio Session can restore the Session if it becomes archived. The
below information is only applicable within 30 days of a Session being archived. Bluebeam fully purges
Studio Sessions from its server that have been closed in excess of 30 days.
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1) Hover of the document link in COMPASS to identify the Bluebeam Studio Session ID.

{R) COMPASS

TICUT DOT

2) Navigate to https://studio.bluebeam.com and enter the Session host’s log-in credentials.

&« c 0 8 https://studio.bluebeam.com

ﬂ DOT-SL TED Maps... [ Core Intranet Applications Engineering Inform... Imported FromIE EJp COMPASS B

Bluebeam Studio
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3) Locate and click on the archived Studio Session.

chnstopher.d smuthct.gov |

Name Created (GMT) Last Connected (GMT)

Test of Finished Session Visi, 4724/2019 3:48:40 PM 47247201 3148044 PM

0310-0088 Testing bridge zhop ... A18/2019 11:25042 AM 18/2015 11:35:53 4M

0173-0458 ois_pe_mowvez 417/2019 11:26:44 43 4/17/2019 11:27:36 M

0173-0468 ais_pe_moveZ 4/16/2019 11:21:43 A4 4/16/2019 11:21:43 AM

0173-0458 Testing €C in Dev 2 A16/2019 11:12:31 AM A/16/2018 12:12:31 AM

0173-0468 Testing CC in Dev 2 2716/2019 11:06:20 AM

0310-0055 external test /117201 12:25:48 PM

0310-0055 external test A11/2019 11:47:56 AM

0310-0055 external test 41072019 3:52:14 P &

0310-0058 external test 4/10/2019 3:50:33 PM 4/10/2018 3:50:33 P
4/10/2019 3:02:07 M

0310-0059 external test 4/8/2019 6:18:28 P 4/8/2019 7:05:19 M

0053-0703 0952051 Control Inva... 4752019 6:57:33 P &

0063-0703 RF1 001 Item No

0310-0088 testing

10310-0059 Documenty s Y2 Bz M

0310-0059 Document1

103100058 March 29 Testing - L.

0310-0058 Traffic project data

'0083-0703 Fies to Meredith

00B3-0264 83-264 - Milford Uti... 32802019 3:54:37 P

0083-0264 83-264 - Milford Ut... 3/28/2019 3:18:13 PM

0134-0148 RFC 016 F Shaped Bar. 3/28/2019 1:11:21 PM 3/26/2018 1:55:16 M

0134-0148 RF1 012 Duplicate Cr.. 328/2019 12:57:44 P 3/28/2019 1:18:40 M

01340148 RF1 021 Working Poir 32602019 12:56:48 PM 3/28/2019 1:16:16 P

03100058 Traffic project data 3/28/2019 12:15:57 PM 3/28/2019 12:19:31 PM

Docushare 32202019 6:27:13 M 3/22/2018 7:25:41 M

2%a() 12202018 11:24:32 A4

- 322/2018 11:23:28 AM

0310-0055 Traffic project data 3/21/2019 6:00:16 PH

0310-0058 external test 4110/2019 3:04:07 M

4) Change the status to Active, then Update data.

My Sesslons

My Profile

Sesson Name 0310-0059 Traffic project data
Public 1D 491-546-995

Restncted
Status
Nevfication

1) Click to expand

Finalizing

Update data Deleted

Select "Active"

lick here

Now the Session can be finalized inside COMPASS and the document in COMPASS will reflect any
changes made in the Session.
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16.7 Bluebeam / Internet Explorer Integration

16.7.1 Edits not saving in COMPASS

Q: | set-up the integration, but changes are not being saved.

A: Manually map the SharePoint interface. Open Preferences with CTRL+K.

Preferences

General

Interface

Window

Import/Export

Advanced

Issued November 2019

Flie Access Markups List

tems In Recent

v Show pee

Recent history Emit 90 Days

DMS Type
SharePoint
SharePoint
SharePoint
SharePoint
SharePoint
SharePoint
SharePoint

$

Open and save files 1o DMS from toolbar only

ection Dialeg

v Enable Batch Check-in when ¢

Layers

ging Sets

SharePoint Options...

Location

https//cigovdot sharepoint.com

hitlps /fctgovdot sharepoint.com

https//ctgovdot sharepoint.com
https:/fctgovdot sharepoint.com
hitps:/icigovdot sharepoint. com
https//ctgovdot sharepoint.com
hittps fetgovdot shasepoint com

Version 1.0

Status

ready
reacy
ready
reacy
ready
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Select add your project
SharePoint number in "XXXX-
Add Document ManaSlgnant System XXXX” fOrmat

Type: SharePoint

Site:  hitps://ctgovdot.sharepoint.com/projects/ U p to U Se r

Site Display Name;

Default Library: Leave blank

Login Name: smithcd@dot.ct.gov O 36 5
Password: eesessesssssce Credentlals

+| Checkout on Open

Checkout on Open from Hyperlinks

16.7.2 PDF Documents Not Opening in Bluebeam
Q: I set-up the integration and am using Internet Explorer, but PDFs in SharePoint are still opening in the
browser instead of Bluebeam.

A: Disable the Adobe Internet Explorer plug-in.
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Print >
File >
Zoom (100%) >
Safety
Open with Microsoft Edge

Ctrl+Shift+E

Add site to Apps
View downloads

o e

Ctri+)
LR YOAA_g30) P LN 7
F12 Developer Tools
Go to pinned sites
Compatibility View settings

Internet options
About Internet Explorer

Manage Add-ons

View and manage your Internet Explorer add-ons

-

pes A Name Publisher Status Architecture o
% Toolbars and Extensions Adobe Systems, Incorporated
e — Adobe Acrobat Create PDF Toolbar  Adobe Systems, Incorporat..  Enabled 32-bit and 64-bit
Adobe Acrobat Create POF Helper  Adobe Systems, Incorporat...  Enabled 32-bit and 64-bat

B Acceterators Adobe Acrobat Create PDF from S... Adobe Systems, Incorporat...  Ensbled 32-bit snd 64-bit
Tracking Protection Adobe PDF Reader Adobe Systems, Incorporat...  Enabled
Apple Inc,
QuickTime Object Apple Inc. Enabled 32-bit

R ‘ Behavior Object Apple Inc, Enabled 32-bit
" 5

Adobe PDF Reader
Adobe Systems, Incorporated

Version: 15.8.20082.147029 Type ActiveX Control
File date: Thursday, July 2, 2015, 10:09 PM Search for this add-on via defauit search provider
More information

Dbl —
Find more toolbars and extensions...

Leam more about toolbars and extensions Close

16.8 Incorrect Owner
Q: l'was incorrectly assigned Owner of a submittal. What should I do?
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A: The two most common reasons a submittal is assigned improperly are that the project PM incorrectly
completed the Approval Matrix, or the Submitter / Contractor selected the incorrect Submittal type in the
Document Submittal page. If this occurs, do not Start the review session. First, check with the PM to
ensure the Approval Matrix is properly set-up. If this is confirmed, press Revise and Resubmit; in the
comment pop-up box provide instructions to the Submitter / Contractor to select the correct Submittal
Type in the drop-down menu.

16.9 Incorrect Information
Q: Information in COMPASS is incorrect. How do I fix this data?

A: Alert the project PM to the incorrect information. Take screen shots if possible. The majority of the
data found in COMPASS (e.g., finances, schedules, ROW, etc.) is pulled from source locations such as
CORE. The Staff names and Approval Matrix are manually inputted by the PM. If there are errors in the
data, the PM needs to correct manually inputted information or request a correction in the data source
from which COMPASS is pulling information.

16.10 Following Project Sites
To follow a COMPASS Submittal / Transmittal Pilot Project Site:

1. Navigate to the Submittal / Transmittal page of the given pilot project.
2. In the upper right hand corner of the screen, click Follow.

SELECT TO FOLLOW AN ) A
S&T PILOT PROJECT SITE g

3. When accessing the SharePoint Online dashboard, the project site will be listed in the Following
section. Clicking on the project number will route the user directly to the pilot project S&T page.

Office 365 SharePoint

O Search in SharePaint

Following
0310-0059 *
0018-0134 *
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Section 17 Data Dictionary - S&T Table

COLUMN HEADINGS

Column Description

Submittal Submitter / Contractor enters manually in the “Submittal Name” field on the
Document Submittal Page

Sub Type Submitter / Contractor selects from “Submittal Type” drop-down list on the
Document Submittal Page

Item No. Optional. Submitter / Contractor selects from “Item Number” project-specific

drop-down list on the Document Submittal Page. One or more items can be
selected.

Review Status

Updates automatically. ldentifies status of the submittal in the workflow.
Does not provide the Department’s disposition on the submittal or the
documents contained therein.

Ball In Court

Updates automatically. ldentifies the person(s) responsible for taking the next
action in the workflow.

Submittal Date

Auto-populates when the Submittal is first initiated.

Final Due Date

Owner sets Due Date on the Process Assignment Page

REVIEW STATUS COLUMN

Status

Description

Process Assignment

First status to appear after a new submittal is added. Based on the Approval
Matrix, COMPASS automatically assigns the submittal owner to set-up the
review process and schedule.

In Review (# of #)

Shows that the submittal is in review and identifies number of steps in the
review series. Submittal Owner is the final reviewer by default.

Revise and Resubmit

Alerts Submitter / Contractor to requested revisions. Submitter / Contractor to
review comments and/or marked-up documents.

Send Back Assigned reviewer declines the Owner’s review request and returns the
submittal back to the Owner.

Complete Review process is complete. Submitter / Contractor to review comments
and/or marked-up documents for the Department’s disposition.

Draft A submittal is saved in draft form. The submittal has not been advanced in the

workflow but is available for the user to edit and process.
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Section 18 Support

Please contact AEC Applications for any support needs.

18.1 Construction District COMPASS SMEs
District COMPASS Rep. Email Phone
District 1 Sabrina Pace sabrina.pace@ct.gov 860-258-4668
Darlene Salokas darlene.salokas@ct.gov 860-258-4644
District 2 Jim Paul jim.paul@ct.gov 860-823-3269
Jeff Hunter jeffery.hunter@ct.gov 860-823-3275
District 3 Steve Hebert steven.hebert@ct.gov 203-389-3154
District 4 Jason Cichon jason.cichon@ct.gov 203-591-3575
District 5 Jennifer Sweeney jennifer.sweeney@ct.gov 203-401-5170
Basel Hashem basel.hashem@ct.gov 203-401-5169
Sal Hussein shalal.hussein@ct.gov
00C Doug Harz douglas.harz@ct.gov 860-594-2681
John Rorrio john.rorrio@ct.gov 860-258-4643
18.2 AEC Applications
Name Email Phone

Bruce Bourgoin
John Dudzinski

Julie Annino
Chris Smith

Lynne Lofberg

Issued November 2019
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Appendix A: Training Resources

The following resources are available for users to enhance their knowledge in MS Project Online,
SharePoint and other Office 365 products.

MS Project Online: https://support.office.com/en-us/article/Projects-Tasks-b9766811-9f5f-4bca-ac9c-
202a183a1656#1DOEAABAAA=Projects

QuickHelp by Brainstorm: www.quickhelp.com/login

User name: ct.gov email address

Password: Compass
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Appendix B: Data Sources and Computations

The following table identifies the data source and / or computation of each item listed below.

ITEM DATA SOURCE(S) COMPUTATION(S)
Town data Project Asset Form —
“Location Towns”
Project Description CORE — “Project
Description”
Project Title CORE — “Project Title”
Tasks Count MS Project Schedule —
total number of tasks
Project Health Average of Project Schedule and
Budget scores
w | ROW Expenditures ViewPort
(<'ED Construction Expenditures | ViewPort, Site Manager
o | PE Expenditures ViewPort
9 | ROW Estimated Budget ViewPort
< | Construction Estimate ViewPort
E Budget
O | PE Estimated Budget Obligation Plan
Schedule Phase RPM date, Design Approval date,
FDP date, CCD date
Schedule Milestones MS Project Schedule
Permits ESTP
ROW and Acquisitions Data | IRMS
Overall Projects Score Rounded average of all project
health scores
> 9 = Green/ Good
7-8.9 = Yellow / At Risk
E <7 =Red/ Poor
< | Projects Health Average of all Project Schedule
Q and Budget scores
I > 89% = Green / Good
2 70-89% = Yellow / At Risk
o < 70% = Red / Poor
E Budgets Sum of outstanding projects
= > 95% = Red / Poor
o 80-95% = Yellow / At Risk
% < 79% = Green / Good
w | Schedule Average of all past due project
milestones
> 89% = Green / Good
70-89% = Yellow / At Risk
< 70% = Red / Poor
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Appendix C: Microsoft Project

An Engineering working group evaluated several scheduling software options to support the mission
statement. Microsoft Project was selected because it offers the following features and advantages:

o Accommodates any number of milestones and tasks (e.g., easily scalable).

o Graphically displays series and parallel tasks.

o Provides baseline and tracking Gantt charts.

o Displays the critical path.

e Link notes and documents.

o Interfaces with Outlook, Excel, SharePoint (including COMPASS) and other Microsoft products.

Microsoft Project shall be used to develop design phase schedules meeting the following minimum
requirements:

1. Includes all the activities identified by the Minimum Requirement Schedule Template. More
detailed templates and project-specific schedules are encouraged.

Baseline schedule.

Task Indicator columns are used to link applicable instruction and reference documents.
Explanations for changes in task durations are added as task notes.

Tracking View / Gantt chart functions are used.

Task-level progress is tracked regularly.

Files are stored in COMPASS.

Microsoft Project files are maintained and current, with projected schedules in accord with the
obligation plan.

O N GRLDN

Base templates were developed by a committee that included Engineering Management and Subject
Manager Experts (SMEs) from each engineering discipline. The Office of Engineering SMEs are as
follows:

e Bridge Design — Kevin Blasi and David Gruttadauria

e Consultant Bridge Design — Derick Lessard and Marc Byrnes

e Highway Design — Scott Bushee, Jordan Pike and Vitalij Staroverov

e Consultant Design State Roads — Nilesh Patel and Meredith Andrews

e Traffic Projects Design — Barry Schilling and Michael Chachakis

o Traffic Studies & Safety — Erika Lindeberg, Daniel Veronesi and Colin Baummer
o Facilities Design — Eric Feldblum and Jesse Benson

e Environmental Compliance — David Harms

The SMEs are responsible for developing and maintaining the division-specific project templates and
corresponding task libraries in COMPASS. They shall be the first point of contact regarding discipline-
specific template and guidance document inquiries and maintenance. The Department has begun a
transition to house and maintain all active project schedules in COMPASS. See Microsoft Project in
COMPASS for more information on uploading and maintaining schedules via COMPASS.
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For questions, suggestions or issues pertaining to Microsoft Project and the Scheduling Directive, please
contact Bruce Bourgoin (Bruce.Bourgoin@ct.gov) or John Dudzinski (John.Dudzinski@ct.gov) in AEC
Applications.

The table below details the minimum tasks included in the minimum requirements template:

Task Name
Project X XXX-XXXX
Project Initiation
e Prepare and Submit PPI
e Prepare and Approve RPM
e Secure Funding / Authorization
Preliminary Design
e Survey
o NEPA/CEPA
e Develop PD through Design Approval
e Design Approval
Final Design
e Prepare Semi-Final Design Submission
e Prepare Final Design Submission
ROW Coordination
e Prepare and Submit Final Accepted Property Maps
e Acquire Properties
Permit Acquisition Process
e Permit A
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit
e Permit B
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit
o PermitC
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit
FDP
DCD
ADV

A. Microsoft Project File Set Up

The following steps show how to set-up a Microsoft Project file.

1. Open ProjectWise Explorer by clicking a shortcut or going to Start and searching for ProjectWise
Explorer.
2. Double-click on CTDOT and sign in to ProjectWise.
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i | ProjectWise Explorer V8i (SELECTseries 4)

Datasource View Tools Window Help
|

- o - L’j EAddressD

W & Op 2, T EEEE @ : @ - | searcn

Brsdaatlilsr Explorer Datasources

=0

! ProjectWise Explorer Log in
Datasource: | CTDOT

User Mame: PWOMLINE Nicholas.Langer

Password: sessssws|

3. Browse to Documents = 04.00 Engineering Libraries = Scheduling Directive. Select the
applicable Scheduling Documents folder. The minimum requirement schedule template is stored

in the AEC Scheduling Documents (Minimum Req) folder.
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ojectWise Explorer VBi (SELECTseries 4)

purce Folder Document View Teools Window Help
po | S| Dp By EEEE @ : B4 ~ search (O - P EInterface[chOT_Doc_Code v] i

r '3:> = L’.I EAddress = NDocuments\04.00 - Engineering Libraries\Scheduling Directive'AEC Scheduling Documents (Minimum Reg)h, - } Go

.7 03,1 - Traffic Counts 0 List |. Geospatial

—-,_ 04,00 - Engineering Libraries Name Description

QLE' Minimum Requirement Schedule Template ) Minimum Requirement Sc
| AEC Schedule Task Library AEC ScheduleTask Library

- 04.02 - Asset Management
t-{_ 04.03 - Research Administration 1
t-,_ 04.06 - Project Management

b-L_ AEC Applications

t-L_ Bridge Structures

t-L_ Construction

v-L_ CTDOT Standard Drawings

-4 Directives & Bulletins —

o T e OO e OO e OO WO

-4 Engineering Administration
-, Engineering Templates
- Environmental Planning
- Facilities

- Highway

- Hydraulics & Drainage
- OSTA

-4 Permit_Documentation

[ Proprietary Product Approvals 2 A
-1 Rails

=8 Scheduling Directive

1 AEC Scheduling Documents (Minimum Req) / 3 = CIiCk speCific diViSion's

{_ Bridge Division Scheduling Documents -
{_ Facilities & Transit Division Scheduling Documents SChEd u I | I'Ig fOIder

1" Highway Division Scheduling Documents

m

_ Traffic Division Scheduling Documents
L Traffic -

4 m

4. Right click on the desired schedule and select Copy. Save locally and prepare MS Project
schedule.
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. # | AEC Schedule Task Library AEC ScheduleTask Library
H H = Master - Master Schedule Master - Master Schedule
1. Right Click |7& te M e
ne = Ghiateeila
= the Template - '
Ton p Micks AEC_DOC_MC [
d Crossing Signals Open
(For Standard Assets) Open as Read-Only
I Open With...
Libraries Matkop
nagement View
Administration
anagement Check Out
s CheckIn
5 Free
Copy Out
Drawings
etins Export...
ninistration Import
'|p|at_es Start Studio Session...
lanning
Export Dependency Map(s)...
) g Import Dependency Map(s)... m
Rinage u
. Document Properties | Falder Update Server Copy n
ntation Refresh Local Copy |
Vew [Defaut>
A | Purge Local Copy a
uct rovals
°P _I Prope Purge Workspace
ive E l = Mam B
ing Documents (Minimum Req)
C
dule Task lerary 2. select copy C opy )
t Acquisiticn Process ! ey Paste..
re and Approve RPM Work] CopyTo
re and Submit Permits to Regulatory Authol Creat
re and Submit PP1 Upda|  MoveTo..

5. Once the MS Project schedule is ready to transfer to COMPASS, copy the file to the appropriate
project’s COMPASS Internal Documents 140 Project_Administration folder.
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/O Search + New WV $ Upload V C; Sync m Export to Exce f Quick edit

Contacts

Internal Documents

Internal Documents

Dociirents 0 Created Modified Name

Project Emails June 27, 2018 June 27, 2018 100_Contract_Plans (PDF)

Report of Meetings June 27, 2018 June 27, 2018 110_Contract _Documents

Edit June 27, 2018 June 10 120_Contractor_Submittals (PDF)
June 27,2018 June 27,2018 130_Final _Engineering_Reports
une 27, 2018 June 27, 2018 131_Engineering_Reports_Confidential
June 27, 2018 June 27, 2018

Internal Documents 140_Project_Administration

D Created Modified Name

Press the Upload button or Drag
and drop MS Project file to save
to COMPASS Internal Documents

Drag files here

Issued November 2019 Version 1.0 Page 108 of 140




Connecticut Department of Transportation — COMPASS User Guide

B. Basic Microsoft Project Function
This section presents the following schedule task terminology and functions:

e Scheduling Terminology

o Task Relationships (Predecessors and Successors)
e Adding, Renaming, Indenting or Deleting a Task
e Adding and Adjusting Durations

e Leadand Lag Times

e Adding Notes and Hyperlinks to a Task

e Combining Multiple Projects

i. Scheduling Terminology
The most common scheduling view is the Gantt chart view, which illustrates a project schedule using task
names, durations, start and finish dates to the left of the view, and bar charts presenting this information
on the right side of the view.

I= | (Gantt Chart Tools ‘ Minimum Requirement Schedule Template - Microsoft Project

Task Resource Project View ProjectWise Format

— [ i Status Date: (54 3/23/15 == =
B ] = ) = =S5 e |
s i e =!| Update Project
Subproject Project  Custom Links Between WES Change Calculate Set Move Visual Reports Compare @ Spelling

Information Fields Praiarte = WarkinaTime | Praiart Raseling « Project Reports Projects G B P t T k
i I Stat Report | are ar - Faren as
Task Indicator Column - cpais v a

[June 1 [October 11 [February21  [iuly1 & [November 11 [March 21 [August 1
5/24 [ 7/26 [ 9/27 [11/29[ 1/31 [ 4/3 | &/5 | g7 [ 10/9 [12/11] 2/12 [ 4/16 [ 6/18 | 8/20 [10/|
Project JOOOCI0OK T '

Insert

- |_..4._Uu.. -

= Project XXXX-XXXX 38.65 mons

='1 Project Initiation 17 mons Project Initiation w 2
2 g 1.1 Prepare and Submit PPI 10 mons repare and Submit PRL|
R % 1.2 Prepare and Approve RP e /:W Milestone
4 1.3 Secure Funding/Authori: Red - Critical Path : Secure Funding/Authorization
5 = 2 Preliminary Design 6 mons Preliminary Design iy
& 2.15urvey 3 mons : Survey
7 2.2 NEPA/CEPA 6 mans Blue - Non Critical Task /JN”’” EEPAE=3
= Develop PD through Design Approval 6 mons :
Hyperlink | @ ol 0 mons f Design Approval )9/7
10 = 3 Final Design 13 mons Final Design T
Term Description
Task Indicator Column | Present task Notes and Hyperlinks.
Milestone A major schedule date, such as an FDP.
Parent Task Shown as a grey* bar in default settings. Duration is populated by the Child
Tasks.
Critical Path Shown inred.* Signifies the task relationships that control major milestone
dates.
Non-Critical Task Shown in blue.* Signifies sub-tasks that do not control major milestone dates.

*Colors identified in this table and in subsequent sections refer to the default MS Project format
selections.
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ii. Task Relationships (Predecessors and Successors)
A predecessor is a task which has a start or finish date that impacts the start or finish date of another task.

A successor is a task which has a start or finish date that is dependent on another task.
There are different ways of defining task relationships. These are:

¢ Finish-to-Start: This is the default dependency in Microsoft Project in which the successor
cannot begin until the predecessor is complete. A Finish-to-Start task relationship is denoted by
FS, or as the predecessor’s Task ID. A Task ID is found in the column to the far left of the Gantt

chart.
Task Name = [Duration - Start + |Finish + Predecessors || |Mar§,'16 [Mmar 13,'16 [Mar 20,16 [Mmar 27,'16
sIM[TIW[T[F[s[sIM[T[W][T[F[s|s[M[Tw[T[F][s[s[m[T[W][T]F]s
Predecessor 10 days Mon 3/7/16  Fri 3/18/16 " J 1
Successor 10 days Mon 3/21/16 Fri4/1/16 3 [

e Start-to-Start: In this relationship the successor cannot begin until the predecessor begins. The
successor task can start at any time after the predecessor begins. A Start-to-Start relationship is

designated by SS.

Task Name » (Duration  |Start  |Finish -

Predecessors ., | [Mar 6, '16 Mar 13, '16
s[Mm[Tw][T[F[s][s[m[T[w][T[F]s

Predecessaor 10 days Mon 3/7/16  Fri 3/18/16 Lr
Successor 10 days Mon 3/7/16  Fri 3/18/16 ‘355 ,

e Finish-to-Finish: In this relationship the successor cannot be completed until the predecessor is
completed. The successor can be completed at any time after the predecessor is completed. A
Finish-to-Finish task relationship is denoted by FF.

Task Name - |Duration  [Start - |Finish - |Predecessors _ | [Mar6,"16 [Mar 13,716 [

sIM[TIW[T[F[s[s[M[TIW[T[F[s]

Predecessor 10 days Mon 3/7/16  Fri 3/18/16 C )
Successor 6 days Fri 3/11/16 Fri 3/18/16 3FF G 4

I - I N )

e Start-to-Finish: In this relationship the successor cannot be completed until the predecessor
begins. The successor can be completed any time after the predecessor has started. The Start-to-
Finish task relationship is denoted by SF.

Issued November 2019 Version 1.0 Page 110 of 140




Connecticut Department of Transportation — COMPASS User Guide

Predecessor 10 days Mon 3/7/16  Fri 3/18/16 H
Successor 6 days Fri2/26/16  Mon 3/7/16  3SF e +

The schedule should have a Predecessors column where task relationships can be defined. To define a
task relationship, enter the Task ID and the Task Relationship in the associated task’s predecessor cell.

For example, in the figure below, the PPI is the predecessor to the RPM task. The PPI must finish before
the RPM can start. This relationship is denoted in the RPM process row’s predecessor’s cell as the
number 2. The number 2 represents the predecessor’s Task ID. The absence of a task relationship
abbreviation means that the relation is Finish-to-Start (FS). Since Finish-to-Start is the default task
relationship, an abbreviation is not presented unless there are lead or lag times.

Ho-w-s ‘Gantt Chart Tools Microsoft Project
Task Resource Project View ProjectWise Format
| = * Cut Calibri 12 A ? g Q g ﬁ ﬁ Mark on Track G @ |_D—| @ -_ E j
ntt P_aﬂ -:’{;?Copy' I u My A~ _:61 '3:_ &8 | =2 &5 B2 p, < Link: / ally Af Inspect M::z Mud'e Taz Predecessor rmation E
ormat Painter = = 59 v Respeclinks sdule Schedule - - - - column 5
Ta5k ID yoard Font ] Schedule Tasks ., Proj
i 7
mum *ulrement Schedule Template (
e Task Name - |Duration |Start - |Finish - |Predeced®ors ] L\?;;DT';;};gl
] = Project XXXX-XXXX 34.65 mons Fri12/4/15  Wed 8/1/18 | ret 30003000 =
= 1 Project Initiation 13 mons Fri 12/4/15 Thu 12/1/16 ject Initiation v
@ 1.1 Prepare and Submit PP1 & mons Fri 12/4/15 Thu 5/19/16 and Submit PPI _
a 1.2 Prepare and Approve RPM 4mons Fri5/20/16 Thu 9/8/16 2 Prepare and Ap
% 1.3 Secure Funding/Authorization 3 mons Fri 9/9/16 Thu 12/1/16 3 \ Secur|
= 2 Preliminary Design & mons Fri 12/2{16 Thu 5/18/17 ES relation
2.1 Survey 3 mons Fri12/2/16 Thu 2/23/17 4 | .

If the Predecessors column is not shown in the template, double click in the Add New Column cell and
scroll down to or start typing “predecessor.” If Add New Column is not shown, right click on any column
label and select Insert Column, then select Predecessors.

!;anﬂChﬂiTmls
Resource Project View Developer Format
B gLl E E {’)’ Critical Tasks = - e ey e ey e ey
; D L@.Column Settings - [ slack - -= 21 El El gl 21 =1
out CIS|5,_T,:” _d_l Custom Fields For-rnat |:| Late Tasks Bassline Slipeage i ¢ ¢ i ¢ i
Calumns Bar Styles
rask Name - |Duration . |Start - |Finish - Gdd New Column D
~ Project 44.85 mon: Mon 8/3/15 Wed 1/3/19 |
= Project Initiation 6 mons Mon 8/3/15  Fri 1f15/16
PPI 2 mons Mon 8/3/15  Frig/25/15
RPM Process 4 mons Mon 9/28/15  Fri 1/15/16
- Preliminarv Desien 12 mons Wed 6/15/16  Tue 5/16/17
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iii. Adding, Renaming, Indenting or Deleting a Task

a. Adding a Task
To add a task, right click on the task which will follow the new task and select Insert Task. For example,
to add a new task between NEPA/CEPA and Survey, right click NEPA/CEPA and select Insert Task, as
shown below:

Task Name - |Duration  _ |Start - |Finish - |Predecessor
- Project 0001-0100 38.r- - canfafar 1ar Vaaimalfan
1 Project Initiation 17r 1 . ng ht cl |ck an
1.1 Prepare and Submit PPI
1.2 Prepare and Approve RPM am axisti ng task to insert a
1.3Securrc"|;;f=--"‘"‘L -1-1="“--: — Iim
algri - Ty - =
- 2 Preliminai .- ¢«m new task directly above
2.15urvel B £ D A oes h Im..._ ey e ey e .
2.2 NEPA/CEDA Y l6mons Fri 3/24/17 Thu 9/7/17 a
o
2.3 Deyel ¥ =700 :rovai 6 mons Fri 3/24/17 Thu 9/7/17 755
2.4 Desig| =2 &opy Cell 0 mons Thu 9/7/17 Thu 8/7/17 3
-3 Final Desiy (2 Baste 13 mons Fri 9/8/17 Thu 9/6/18
3.1 Prepa Paste pecial... nission 7 mons Friofs /17 Thu 3/22/18 9
29 Prena T Seroll to Task n 5 maons Fri 3/23/18 Thu 8/9/18 11
= 2 t - 9 mons Fri 9/8/17 Thu 5/17/18
- CPFTSE ccepted Property Maps 3 mons Friofs8/17 Thu 11/30/17 9
3.3.2A ;P - 6 mons Fri12/1/17 Thu 5/17/18 14
M lly Schedul
- 3.4 Permi anualy schedute 13 mons Frio/s/17 Thu 8/6/18
- 3.41pP Autg Schedule 7 mons Friofs/17 Thu 3/22/18
3.4.1 B Assign Resoyrces.., rmits to Regulatory Authority 3 mons Fri9f8/17 Thu 11/30/17 7
3.4.] Fill Down eview and Issuance of Permit 4 mons Fri 12/1/17 Thu 3/22/18 18
-342p Clear Contents 7 mons Friofaf17 Thu 3/22/18
3.4.] B information.. rmits to Regulatory Authority 3 mons Frig/8/17 Thu 11/30/17 1855
3.4.] ol Not eview and Issuance of Permit 4 mons Fri 12/1/17 Thu 3/22/18 21
| Motes..
- 343P . o mons ri u
343P 'E add to Timel 8 Fri 1/26/18 Thu9/6/18
o limehne
A3 - rmits to Regulato uthori mons ri u N
3.4.1 ts to Regulatory Auth 2 Fri 1/26/18 Thu 3/22/18 22FF,19FF
341 Hyperlink.. eview and Issuance of Permit 6 mons Fri 3/23/18 Thu 9/6/18 22,19

b. Renaming a Task
Tasks can be renamed by double-clicking on the task to be edited. In the pop-up window, select the
General tab, then edit the task name. Note: Do not rename the base template tasks shown in bold.
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Task Infornination Z2
E =
t Genera ’Predecessors ] Resources] .ﬁ.dvanced] Motes ] Custom Fields ]
Mame: FPI ’ 2 Duration: 2 mons : |:| Estimated
Percent complete: 0% : Priority: 500 :
Schedule Mode: () Manually Scheduled
@) Auto Scheduled
Dates
Start: Mon 8/3/15 - Einish: Fri 9/25/15 -

[T Display on Timeline

[C] Hide Bar
[CrRollup Then Click
) N

c. Outdenting and Indenting
Outdenting and indenting provide schedule customization. Outdenting moves a task to the left of the task
column, while indenting moves a task to the right. Indenting a task makes it a child of the preceding,
outdenting parent task. Parent task durations are populated by their accumulative child task durations.
Therefore, parent task durations should not be manually entered. To set your task as a child or sub-task,
select the row you would like to modify and click the Indent Buttons in the main toolbar area as shown
below:

™ B |= ‘E.‘-_L'J_i:d'_.'-_i_"l.l';;i|
Task Resource Project WView ProjectWise Format
E 3" Cut Calibri 1 - DEEE@E® S yakonTack-~
Gantt F‘_aste Aoy B 7 U | &~ A~ e o g T ;
Chart = - J’Fnrmat Painter = E— @ 73 =9 &3 " Respect Links
View Clipboard Font 7] Schedule
|
murn Requirement Schedule Template I
o Task Name OUtdent & - |Duration
0 = Project XO00(-XXKX Indent Buttons 34.65 mor
1 = 1 Project Initiation 13 mons?
2 % 1.1 Prepare and Submit PPI & mons
3 1.2 <Mew Task=
1 @ 1.3 Prepare and Approve RPM 4 mons
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d. Deleting a Task
A user many delete a task if it is irrelevant. MS Project views any tasks entered with a duration of zero as
a milestone. Thus, it is recommended that project managers manually delete and revise predecessor and
successor relationships as shown below. To delete a task, right click and select Delete Task. Note: Do
not delete the base template tasks shown in bold.

o ~ Project p— " e — 44,85 mon: Mon 8/3/15 Wed 1/9/19
allgrn hd T _
1 = Project Initiai i} CJ;E'."‘ 6 mons? Mon 8/3/15  Fri 1/15/16
2 |ad PRI B 7 O A-es s Ee 2 mons Mon 8/3/15  Fri9/25/15
3 | | Demo l2mons?  Mons/3/15  Frig/25/15
s @ RPM Proca %  Cut Cel 4 mons Mon 9/28/15 Fri1/15/16 2
5 = Preliminary 0 =2 Copy Cel 12mons  Wed6/15/16 Tue 5/16/17
6 Project Sta - | Data) 6 mons Wed 6/15/16 Tue 11/29/16 4F5+5.35 mons
7 Develop PI 1 6 mons Wed 11/30/16 Tue 5/16/17 6
8 ROW OBL % scroll to Task 0 mons Tue 6/13/17 Tue6/13/17  7F5+d wks
9 = Final Design Insert Task 19 mons Wed 5/17/17 Tue 10/30/18
10 = ROW acqui C _Delete — _) 18 mons Wed 6/14f17 Tue 10/30/18 8
1 & Prepare + - 6 mons Wed 6/14/17 Tue 11/28/17
12 & Acquire * Manually Schedule 12mons  Wed 11/29/17 Tue 10/30/18 11
13 - Permit Acg |~ AUt schedule 12mons  Wed5/17/17 Tue4/17/18
14 Prepare & Assign Resources.., Ilatory Agencie 4 mons Wed 5/17/17 Tue 9/5/17 7

1 | n i a vated nfe f1 T afizi1a 14

When a schedule is started, the user should remove irrelevant tasks and estimate all other pertinent task
durations. It is critical to note if the task being deleted is a predecessor. This can be determined by
following the lines stemming from a task in the Gantt chart. If a task is erroneous and must be deleted,
but it is also a predecessor for other tasks that should not be deleted, then the successor task must be
corrected. Failing to update a new predecessor will likely disrupt task connectivity.

For example, if a project does not require a Preliminary Hydraulic Analysis, the task should be deleted.
However, the Hydraulics Analysis is a predecessor for the ABC analysis. Therefore, the ABC Analysis’
predecessor task should be updated. In this case, the Utility Coordination task would be the new
predecessor.

Before Task is Deleted

Task Name - |Duratior _ |start < Finis}'v Predecessors - % 2 2]
Com
@@ 1.2.3.5 Preliminary Hydraulic Analysis 51days Tue Tue 16 0% >
11/24/15 2/2/16
1.2.3.6 Hyw/Traffic/Landsc oordination 1day Tue Tue 16 0%

11/24/15 11/24/1

1.2.3.7 Utility Coordination Delete 15days Tue Mon 16 Change 0%
11/24/15 12/14/1 to 19
1.2.3.8 Kick-Off Meeting 1day Wed Wed 18 days 0%
__ New predecessor ID 12/9/15  12/9/1
1" N 1.2.3.9 ABC Analysis 10days Wed Tue 0%

2/3/16 2/16/1
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October

November December

January

February

B | M | E

B | M |

B | M |

B [ M [ &

Hyw/Traffic/Landscape Coordination Foo— -

Utility Coordination & > 0%
Kick-Off Meeting U 0%
ABC Analysis (&&=
After Task is Deleted
o Task Name . |Duratior _ |Start  _ |Finisk _ |Predecessors
16 28 1.2.3.4 Survey 64days Wed  Mon 15
. 8/26/15 11/23/1
17 1.2.3.5 Hyw/Traffic/Landscape Coordination 1day Tue Tue 16
11/24/15 11/24/1
18 & 1.2.3.6 Utility Coordination 15days Tue Mon 16
. 11/24/15 12/14/1
19 1.2.3.7 Kick-Off Meeting 1day Wed Wed  17FS+10 days
, 12/9/15 12/9/
20 @@ 1.2.3.8 ABC Analysis 10days Tue Mon
12/15/15 12/28
October November December lanuary
B | M | E B | M | E B | M | E B | M | E
Hyw/Traffic/Landscape Coordination a:ﬁ%—-
e . . .
Utility Coordination ¢ 0%
: " Kick-Off Meeting T 0%
Notice the critical
path has changed ABC Analysis
RSR or STR. Type Development 2 0%

After the Hydraulic Analysis has been deleted and the new predecessor has been assigned, MS Project
automatically reconfigures the schedule to show the new critical path. The critical path is shown in red
and highlights the task relationships that determine a project’s finish date.
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Adding and Adjusting Durations

All tasks require duration estimates that may vary as a project progresses. To set a duration, click the
Duration cell to the right of the task and enter the task’s estimated period and the applicable unit of time,
whose abbreviations are listed below

e Mons: months
o Wks: weeks
o Days: days
e Hrs: hours
e Mins: minutes
Task Name Duration Start Finish Predecessors
1. Rename the Task EE
~ Project 44.85 mon: Mon 8/3/15 Wed 1/9/19
- Project Initiation / 6 mons Mon 8/3/15  Fri 1/15/16 2. Type in the
BRI 2 mons Mon 8/3/15  Fri 925 L D [
uration
C Demo > szons _)mwlﬁ Fri9/25/15
RPM Process 4 mons Mon 9/28/15  Fri 1/15/16 2

If the duration unit is already entered, then the duration value may be directly entered, without including
the unit. Do not modify durations for parent tasks. Parent tasks are signified by a grey bar in the Gantt
chart with a maximize / minimize arrow. Parent task durations are automatically calculated by their
subtask durations. If a parent task duration is manually entered, select the parent task, then press the Auto
Schedule button.

Bd9-c- I
Resource Project View

= S

2 e Cut
B b cu Calibri -1
B 53 Copy -

Gantt Paste - A
Chart = « < Format Painter B|Z U &-A

View Clipboard

L N2
=

-09_Project Schedule_HW_Drz

ProjectWise

Make sure Auto

‘ GantUCharLTo0ns |

Farmat

- ?g%%@ EfMarkonTrac A

e

22 €2 _rRespect Link:

Manually| Auto
Schedule|Schedule

(i ) Task Name SChedUIe is selected - « Finish - |Predeces
o = Project 0001-0100 38.65 mons Fri 12/4/15 Wed 11/21/18
1 ='1 Project Initiation 17 mons Fri 12f4/15 Thu 3/23/17
2 % 1.1 Prepare and Submit PPI 10 mons Fri 12/4/15 Thu9/8/16
3 @ 1.2 Prepare and Approve RPM 4 mons Fri 9/9/16 Thu 12/29/16 2
s @ 1.3 Secure Funding/Authorization 3 mons Fri 12/30/16 Thu 3/23/17 3
5 | =' 2 Preliminary Design Fri 3/24/17 Thu 12/28/17

v. Lead and Lag Times

In defining a task relationship, a task may have to be delayed or started early.
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e The Lag time will shorten the duration and is signified with a minus sign.

To add a Lead or Lag time:

1. Type in the task relation type
2. Type the predecessor task number
3. Include a plus or minus sign
4. Input the amount of delay or early start
Resource Project WView Developer
@ y uu |EE EE S Critical Tasks = _— e e ey e e o
- - a @ Column Settings - - [ siack = S 21 gl %l gl 21 2
t:f:s Grldvllnes Layout Clglsuerr:n _d_| ey Forvmat I:I T Bassllne Sllpgage & & & & & 4
Format Columns Bar Styles
o Task Name ~ |Duration  |Start w |Finish + |Predecessors -
o ~ Project 44.85 mon: Mon 8/3/15 Wed 1/9/15
1 = Project Initiation 6 mons Mon 8315 Fri 1/15/16
z = N PRI 2 mons Mon 8/3/15 Fri 9/25/15
3 @ RPM Process 4 maons Mon 9/28/15  Fri 1/15/16 2
4 = Preliminary Design 12 mons Wed 6f15/16 Tue 5/16/17
5 Project Start up(Survey,NEPA, Design Data) 6 mons Wed 6/15/16 Tue 11/29/16 3F5+5.35 mons
& Develop PD through Design Approval 6 mons ‘Wed 11/30/16 Tue 5/16/17 5
7 ROW OBL 0 mons Tue 6/13/17 Tue 6/13/17 6F5+41 wks
8 ~' Final Design 19 mons Wed 5f17/17 Tue 10/30/18
9 ~ ROW acquisition Process 18 mons Wed 6/14/17 Tue 10/30/18 7
10 (@& Prepare and submit maps to ROW 6 mons Wed 6/14/17 Tue 11/28/17
11 | & Acquire Properties 12 mons Wed 11/29/17 Tue 10/30/18 10
1z = Permit Acguisition Process 12 mons Wed 5/17/17 Tue af17/18 Task
13 Prepare & Submit Permits to Regulatory Agencie 4 mons Wed 5/17/17 Tue 9/5/17 6 -
Acquire Permits 8 mons Wwed 9/6/17 Tue 4/17/18 13 relation
Prepare Final Design Submission 18 mons Wed 5/17/17 Tue 10/2/18 6 with lead
1 min Wed 10/31/18 Wed 10/31/18 8 i/ tHime
Iymons Wed 10/31/18 Wed 10/31/18 16
_jnons Wed 12/12/18 Wed 12{12{18(1?FS+6 ewks )
0 mnns Wied 1/9/19 Wed1/9/19 1 ek

Lead time and lag time can also be set by right clicking on a task and selecting Information. On the
Predecessors tab, enter the predecessor ID or Task Name, the relationship type and a positive duration for
lead time or a negative duration for lag time in the Lag column.
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Task Information lﬁ
General Predecessors ] Resources ] Advanced ] Motes ] Custom Fields ]
Mame: DCD Duration: 0 mons : |:| Estimated
Predecessors:
FDF -

jim] Task Mame Type Lag

17 EFDF' | = Finish-to-Start (FS) Sew

Help [ (] 4 ] [ Cancel ]

vi. Adding Notes and Hyperlinks to a Task

a. Adding Task Notes

As stated in the Directive: “Explanations for changes in task durations are added as task notes.” Notes
are reserved to clearly indicate when a specific project task duration is adjusted from the baseline. The
note should be placed in the respective task’s indicator column. The note should state:

e The date of the entry.

e The person writing the note.

e Justification for the task duration adjustment
e Recipient notification (recommended)

The Recipient Notification List is subject to the project manager’s discretion. The purpose is to outline a
step where project team members who may be interested or are directly impacted by a duration change
are notified. Once a note is drafted and the duration is adjusted, it is recommended that a notification
email be sent to the relevant recipients and that the correspondence is saved to the project’s 140 Project
Administration folder in ProjectWise. The recipients may typically include:

e AEC’s project management unit: Bruce.Bourgoin@ct.gov and John.Dudzinski@ct.gov.

e Finance, such as the Office of Capital Planning.

e Design engineers in the project manager’s division.

e The group involved with the duration change or the group affected by the change. For example,
if the six month estimated duration for a project survey needs to be pushed back, the survey
supervisor involved with the task should be included as a recipient in the notification email.

The purpose of the recipient list is to improve communication between units and to harvest project data.
AEC will collect a repository of duration change notes in order to continuously reevaluate and improve
schedule templates.
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To add a note, right click on a task and select Notes. Then insert the notes in the pop-up window.
Another option is to access the Notes window by double clicking on the task. Then in the Task

Information window, select the Notes tab.

Jﬁl cut CeTI ~~ " rough Design Approval 6 m
53 Copy Cell 0m
i 191
B Esste m Process 18
e Paste special.. submit maps to ROW 6 m)
& | scroll to Task herties 12
Insert Task tion Process 12 1
Delete Task ubmit Permits to Regulatory Agencie 4 m)
@ ;? Manually Schedule mits gm
S Auto Schedule lesign Submission 18
G‘a_'l 1m
@ Q Assign Resources... 0m
Fill Drown om
LClear Contents 0 m
[EH  Information...
E CJ Notes... )
= i Add to Timeline
o
% ?_,_, Hyperlink...

b. Adding Hyperlinks to a Task
As stated in the Directive: “Task Indicator columns are used to link applicable instructional and reference
documents.” For all templates, hyperlinks shall be used to link a task to a division-specific Schedule Task
Library folder located in the Scheduling Directive folder.

For example, a permit task should provide a link to a corresponding ProjectWise folder that contains the
permit’s regulatory document, suggested points of contact or experts, pre-written memorandums, etc.
These documents must be added and actively maintained. Division SMEs and AEC Applications shall be
the active maintainers of the division library modifications. It is critical that users report when a
document is incorrect or has been superseded so that documents can be properly updated. While it is
suggested that users coordinate with SMEs to hyperlink documents, the procedure is also provided below:

1. To add a hyperlink, right click to which a link needs to be added and select Hyperlink.

mn
Assign Resources,,,

Fill Dvowwn
Clear Contents
Information...
Motes...

Add to Timeline

Preps
=

= FDP
DCD

ADV =3

]

=2

&

Hyperlink... }

2. Inthe Insert Hyperlink window that appears, insert the web address or navigate to the correct file.
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Insert Hyperlink M
Link to: Text to display‘ Demal ’
Look in; ' ‘| My Documents ] =]
Existing File or | - E
Web Page e | ArcGIS - Bookmark. ..
=] 1, Bridge Final.zip ﬂ -
Foider | 1 camtasia Studio You may use this to
Flace in This ; FME .
Document Browsed | J. GIS DataBase point to| a file
Pages My Data Sources
. ; My FME Workspaces
CreateMew | | pecent |(=3 My Shapes Web link Then
Document Files , OneNote Notebooks .
| pp / -]  chck
Address: < http: /fwww, ct.gov /dotsifsite [default. asp _)’ OK
E-mail Address
t oK ! Cancel

3. Toremove a link, right click on the link, then select Task = Hyperlink = Edit Hyperlink >

Remove Link.
Edit Hyperlink LT (eS|
Link to: Text to display: |pw:\\ctdot. projectwiseonline. com: CTDOT \Documents 04, 0 3% 20-%20Engi
Look in: | My Documents Iz‘
Existing Filz or
Web Page J, ArcGIs o Bookmark...
Current i i i —
Folder 1, Bridge |.=|nal.2|p. |E|
, Camtasia Studio |
Place in This . FME
Document Browsed ; IS DataBase
Pages My Data Sources
ﬁ . My FME Waorkspaces
Create Mew Recent . My Shapes
Document Files y DneNote Motebooks
Address: pwe:\\ctdot. projectwiseonline . com: CTDOT \Documents\04. 0% 20- %ZDEndZI W
E-mail Address
Then click here = ([ o« ) conce

4. To access a hyperlink hold the CTRL key and left click the hyperlink icon located in the Indicator
column.

C. Tracking the Project

i. Baselining the Project

Each MS Project file must have a baseline set at the start of Preliminary Design. The baseline is

essentially a stamp of the schedule at the start of the Preliminary Design phase. The purpose of the

baseline is to gauge how much a schedule varies from the initial baseline. Projects shall not be re-

baselined unless there is a major scope change. Re-baselining requires Engineering Administrator

approval.

Issued November 2019 Version 1.0 Page 120 of 140



Connecticut Department of Transportation — COMPASS User Guide

To set the baseline:

1. Under the Project tab, select Set Baseline button, then Set Baseline from the drop-down.

vc‘_iv

Task
" % Status Date: [ 3/23/15 i i f
= el 5] Update Praoject =
ubproject Project  Custom Links Between WES Change Calcula Set J\.ﬂmre 3 Visual Repq
Information Fields Projects = Working Time Project L Project Reports
Insert Properties f’\:_;? Set Bazeline.., | Yy Status Rep
o Task  |Task Name = Clear Baseline stion  |Start - |Fi
Mode I
o = = Project XXXX-XXXX 38.7 mons Thu 10/1/15 W
= ~ 1 Proiect Initiation 11 mons Thu 10/1/15

2. Inthe dialog box, keep the default values for Set baseline and Entire project. Then click OK.

=

Let Baseline =

i' baseline

Baseline -

) St interim gan

Scheduled Start/Finish -

Start 1l /Finish 1 -
Fogs
(@) Eptire project
) Selected tasks

Roll up baselines:
To all summary tasks
Erom subtasks into selected summary taskis)

Click OK

Set ag Default

a. Re-baselining
If re-baselining is needed and is approved by the Engineering Administrator, the baseline can be set using

the following steps:

1. Go to Project - Set Baseline > Set Baseline
2. Inthe Set Baseline window that appears, select Set interim plan. From the copy drop-down
menu, select Baseline. From the Into drop-down menu, select Baseline10. Ensure that the Entire

Project button is selected. Then press OK.
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Set Bazeline @
(1) Select the "Set ) setbaseline |' (2) Select "Baseline”
Interim Plan™ ~ /

& (3) Select "Baseline10”

=
(4) Make sure this is

Roll up baselines:

selected To &ll summary tasks
Erom subtasks into selected summary task(s) / (5) Se I ect o K

Set as

Co) Cam )

3. Goto Project > Set Baseline > Set Baseline. Keep the default values and select OK.

Set Baseline @
@ Set baseline
Baseline -

() Setinterim plan Keep the dEfaUIt
Copy: | Baseline
- = values and select
Into; | Baselinel0

Far:

i (@) Entire project 0 K

(71 Selected tasks

Roll up baselines:

To all summary tasks

From subtasks into selected summary jisk(z)

o) [

4. A pop-up window will appear asking, “Are you sure you want to overwrite the data in this
baseline?” Click Yes.

Microsoft Project 2

Baseline has already been used on Thu 2f11/156. Are you sure you want to overwrite the data in this baseline?

5. After the project has been re-baselined, add a note to the top left identifier cell located in the
project number row. The note should include the details outlined in the Adding Notes and

Hyperlinks to a Task section. The recipient list should include all parties affected by the baseline
adjustment.
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Ty

Task Resource Project View Format
;‘@ 3 @ ?@ z% % status Date: .ﬁ
> - |3/
Subproject Project  Custom Links Between WES Change Calculate Set Move Update
Information Fields Projects © Working Time Project Baseline = Project Project Prote
Insert Properties Schedule Status
EE;] o Tasl-cv Task Name . |Duration i
A Mod
o = 44,65 mons
Put a note here
= = 1 Project Initiation 21 mons
2 @% % 1.1 Prepare and Submit PPI 10 mons
e Y [

6. After the project has been re-baselined, change to the Tracking Gantt view. To do this, right click
in the grey Gantt Chart bar on the left side of the screen, then select Tracking Gantt.

= AR Gantt Chart Tools _New Minimum Requiremnts__ - Microsoft Projes
Task Resource Project View Format
E Zl Metwork Diagram = C_aResource Usage = Al > Highlight: [No Highlight] = Timescale: C{
J Calendar = 3 Resource Sheet = = " Filter: [Ma Filter] - [18] Weeks -
Gantt | Tas T Sort  Cutline Tables Zoom Entire Seld
Usage - ﬂ Other Views ~ Plannerv :’3 Other Views = - - - Group by: [No Group] - - Project Ta
Task Views Resource Views Data Zoom
Task _ |Task Name . |Duration . |Start . |Finish
Mod
o = = Project XOOO-XXXX 34.65 mons  Fri 12/4/15 Wed 8/
1 = = 1 Project Initiation 13 mons Fri 12/4/15 Thu 12f1
2 = 1.1 Prepare and Submit PPI 6 mons Fri12/4/15 Thu 5/1¢
3 = 1.2 Prepare and Approve RPM 4 mons Fri5/20/16 Thu 9/8,
o , |2 1.3 Secure Funding/Authorization 3 mons Frig/9/16 Thu 12/1
5 = = 2 Preliminary Design nght click on this portlon of 6 mons Fr! 12/2/16 Thu 5/18
6 = 2.1 Survey 3 mons Fril2/2/16 Thu 2/23
7 < - the window 6 mons Fri 12/2/16 Thu 5/18
8 = .3 Develop PD through Design Approval 6 mons Fri12/2/16 Thu 5/18
= 2.4 Design Approval 0 mons Thu 5/18/17 Thu 5,18
= = 3 Final Design 13 mons Fri 5/19/17 Thu 5/13
= 3.1 Prepare Semi-Final Design Submission 7 mons Fri5/19/17 Thu 11/3
= 3.2 Prepare Final Design Submission 5 mons Fri12/1/17 Thu 4/1¢
= = 3.3 ROW Coordination 9 mons Fri 5/19/17 Thu 1/25
= 3.3.1 Prepare and Submit Final Accepted Property Maps 3 mons Fri 5/19/17 Thu 8/1(
= 3.3.2 Acquire Properties 6 mons Fri 8/11/17 Thu 1/25
= = 3.4 Permit Acquisition Process 13 mons Fri 5/19/17 Thu 5/13
= ='3.4.1 Permit A 7 mons Fri 5/19/17 Thu 11/
= 3.4.1.1 Prepare and Submit Permits to Regulatory Authority 3 mons Fri 5/19/17 Thu 8/1(
= 3.4.1.2 Regulatory Authority Review and Issuance of Permit 4 mons Fri 8/11/17 Thu 11/3
= ='3.4.2 Permit B 7 mons Fri 5/19/17 Thu 11/
= 3.4.2.1 Prepare and Submit Permits to Regulatory Authority 3 mons Fri5/19/17 Thu 8/1(
= 3.4.2.2 Regulatory Authority Review and Issuance of Permit 4 mons Fri 8/11/17 Thu 11/3
= ='3.4.3 Permit C 8 mons Fri 10/6/17 Thu 5/13
= 3.4.3.1 Prepare and Submit Permits to Regulatory Authority 2 mons Fri 10/6/17 Thu 11/3
= 3.4.3.2 Regulatory Authority Review and Issuance of Permit 6 mons Fri12/1/17 Thu 5/17%
=
= 5 FDP 0 mons Wed 5/23/18 ‘Wed 5/2
= 6 DCD 0 mons Wed 7/4/18 ‘Wed 7/4
=] 7 ADV 0mons Wed8/1/18  Wed 8/1
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7. The Gantt chart will show two bars stacked on top of each other. The grey bar is the baseline and
the bar on top is the actual duration. If there is a slip in a task’s schedule it will be shown as an

offset.
Otr 3, 2015 [atr 4, 2015 [atr1,2016 [atr 2,2016 [atr 3,2016 [atr 4,2016 [atr1,2017 [atr2,2017 [atr 3,2017 [atr 4,2017
Jul [ Aug [ Sep | Oct [ Nov [ Dec [ Jan [Feb [ Mar | Apr [May [ Jun [ Jul [ Aug [ Sep [ Oct [ Nov [ Dec [ Jan [Feb [ Mar [ Apr [May [ Jun [ Jul [Aug [ Sep | Oct [Nov [ Dec
=
Project Initiation P ¥ 12/1
Prepare and Submit PPI § 3
pe ; f\ Current (Actual)

Prepare anid Approve RPM 0%

Secure Fanding/Authorization

Preliminary Design P 0%
0%
NEPMCEPAE 3 0%
t 0%
Design Approval i 5/18
Final Design j
Prepare Semi-Final Design Submissi 4F 0%

8. To change the table of tasks to the tracking mode, click on the upper left corner cell to select the
entire schedule, then right click and select Tracking. The table of tasks will be in tracking mode.
Click save.
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2=
File Task Resource Project View Developer Format
1T BT
AENCER: I i [ B2 BF e
| =0 — i == %Upd
Subproject Project  Custom Links Between WES Change Calculate Set Move
Information Fields Projects - Working Time Project Baseline ~ Project
Insert Properties Schedule

Click here first

= Project XOOO-XKX
= Project Initiation

Define scope/cost est./schedule
PPI
Prepare and Approve RPM

‘Authorization

0 mons
mission 6 mons
2 mons
schedule _
0 mons
Summary

Tracking

nal Design Submission
Usage
Variance on Process

Work 3 mons

More Tables... 8 mons

= =

= ROW Acquisition Process 19 mon

ii. Recording Task Progress
The project manager will be required to record the project progress by keeping an up-to-date record of the
percent complete for each task in the project. This shall be recorded in 25% increments. The following
provides guidance on how to record a task’s progress:

1. Click on atask.

2. Inthe task menu, select the appropriate percent complete. Note: When the task is completed, do
not select 100% complete. Rather, type in the actual finish date for that task. If the 100%
complete option is selected, Microsoft Project will calculate the finish date instead of recording
the actual date when the task was completed.
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‘Gantt Chart Tools

Project View Developer Format 3
& cut Calibri N PP = Mark on Track * 5? % % Lg @ & e ’
Gantt | Past n ke A S 5. = i Manually | Aut Inspect M M d' Task & Milest
S| ™ romatranter| B 4 | 8 A TR eggpratnes | Wb QU et Mo Motk | Tk Sy ieon
Clipboard Font P Schedule Tasks Insert
Task Name - |Act.Start  _ |Act.Finish _ |% Comp. . |AcT - |Rem. Dur. - Add New Colum |1 September 1
1
0 = Project XXXX-XXXX Thu 10/1/15 NA 4% 1.71 mons . ons - E
1 = Project Initiation Thu 10/1/15 NA 25%  2.89 mons 8.66 mo Then select the =
2 Define scope/cost est./schedule Thu 10/1/15 NA 25% 1.75 mons 5.25 mons =
pef ! 9 1 % to update
3 PPI NA NA 0% 0 mons 0 mons
4 Prepare and Approve RPMV i Fri4/29/16 NA 25% 1 mon 3 mons
5 Secure Funding/Authorizati NA NA 0% 0 mons 0 mons
& = Preliminary Design NA NA 2% 0 mons 6 mons
7 . r - - .
= | . Make sure the task to be updated is
Develop PD Submission -
B ROW Activities clicked on (Selected)
10 . i A 1L_2undy BLA BLA Falerd Fal Fat
In the tracking Gantt, the task will show the percent complete of each task:
1)
— T :
=G : =
i This task is

w 25%
Completed

*ﬂ%
L

When a task is not started or finished on schedule, it will show as a slipping bar in the Gantt chart:
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per 11 |FEhruar',r 21 |Jul1,r 1 |Novemher 11 |March 21 |Augu5t1 |Decemher 11 |Apri| 21 September 1 |Januarl,r 11 |Ma
11/29] 1/31 [ 4/3 [ /5 | 8/7 [10/9 [12/11] 2/12 [ 4/16 | 6/18 | 8/20 [10/22]12/24] 2/25 [ 429 | 7/1 | 9/2 J11/4 ] 1/6 [3/10 [ 5/1
b T 5%
':' ¥ 12/1 :
| e—
Preliminary Design 5%
0% Slipped from the baseline
0% z
Design Approwval ﬁ-‘iﬂ&—
Final Design TE= P 6%
Prepare Semi-Final Design Submission rv T2 5%
‘ Oga
W[ 10%
Prepare and Submit Final Accepted I@ 25%
Acquire P st T 3 D%
Permit Acguisition Process ¥ 0%
0%

D. Generating Reports and Summaries
Microsoft Project has three reporting options:

e Standard reports
e Custom reports
e Visual reports.

i. Standard Reports

Standard Reports are reports predefined by Microsoft and include report types such as overview, current,
costs, assignments and workload. To access these report options, select Project = Reports, then choose

the correct report type.
Under Overview, the following is reported:

e Project summary
o Top-level tasks
o Critical tasks

o Milestones

e Working days

Under Current, the following is reported:

e Un-started tasks
e Tasks starting soon

Issued November 2019 Version 1.0

Page 127 of 140




Connecticut Department of Transportation — COMPASS User Guide

Tasks in progress
Completed tasks

Should have started tasks
Slipping tasks.

Under Cost, the following is reported:

Cash flow

Budget

Over-budget tasks
Over-budget resources
Earned value

Under Assignments, the following is reported:

Who does what

Who does what when
To-do list
Over-allocated resources

Under Workload the following is reported:

Task usage
Resource usage
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LI A |."'_UL.'_I:L'|.IL.L_‘ Highway_AEC_.mpp - Microsoft Projec]
Task Resource Joiew Developer Format

¥ b - Status Date: B 3/23/15
@ ii - = = 2
- - 5_'|Update Project
Subproject Project  Custom Links Between WBS Change Caleulate  Set Move
Information Fields Projects ~  Working Time | Project Baseline ~ Project
Insert Properties Sthedule Status Reports Proofing
Task Name . [ActStart _ |ActFinish  %Comp. . ActDur. , Rem.Dur. | AddNew Colum | [luly1
6/7 | 8/16 |
0 = Project XXXX-XXXX Thu 10/1/15 NA 6% 2.33mons  36.87 mons =
1 - Project Initiation Thu 10/1/15 NA 34%  3.94mons 7.61 mons Initiation ﬂi
2 Define scope/cost est./schedule Thu 10/1/15 NA 25% 1.75mons 5.25 mons . =
3 PPl NA Reports 8]
4 Prepare and Approve RPM Fri4f29/16 repare &
5 Secure Funding/Authorization NA = 56
. . . " b :
6 = Preliminary Design NA 7 Q = ?
7 NA { =
8 Develop PD Submission NA
Qverview... Current Costs...
£ ROW Activities NA
10 Design Approval-30% NA -
11 - Fi i '
Final Design NA ’wl
12 Prepare Semi-Final Design NA WY/
Submission
. o Assignments... Workload... Custom. ..
13 = Permit Acquisition Process NA
E 14 QOEP Review NA NA 0%  Omons Imons ']
ii. Custom Reports

Users can create customized reports based on templates from the following categories:

e Task

o Resource

e Monthly calendar
e Crosstab

To create a custom report:

1. Go to Projects > Reports.
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Gantt Chart Tools

iew Developer Format

— | = E Status Date: [i4] 3/23/15
= D | = =2 B2

g] Update Project

]

m Links Between WBS Change Calculate Set Move

ompare | Spel
s Projects - Working Time Project Baseline ¥ Project Projects
Properties Schedule Status Proq|
« |Act. Start « |Act.Finish _ (% Comp. _ |Act.Dur. _ Rem.Dur. - Add New C
=XXXX Thu 10/1/15 NA 6% 2.33 mons 36.87 mons
: 7
| —
ation Reports - - [

ope/cost est./schedule

nd Approve RPM I =
nding/Authorization I

Design

Overview... Current

PD Submission
ivities ‘

Ul

bproval-30%

Assignments... Workload... Custom...

P =N

2. Select a report type from the list provided. Click Edit. A Task Report dialog box will appear.
Modify report settings as needed.

- =T — % |w3-4% 3.94 mons 7.61 mons Initiation FjE—
Custom Report L J p
ey —— p5% 175mons  5.25mons s
Reparts: 0% 0 mons 0 mons : E
0| Resource Usage 2 m B0% 2 mons 2 mons Prepate and Approve RPM
Resource Usage (material) s Funding/Autho
A Resource Usage (work) (’ J 0% 0 mons 0 mons | | oecure ing/Authori
Should Have Started Tasks — 0% 0 ’Task Report 3 — u‘
ok [ coor.. |
i Copy... 0% 1] . "
Tasks In Progress = -m
Tasks Starting Soon = 0% 0 Name: Task
To Do List 0% 0
T|'| Top Level Tasks G Period: Entire Project -
0% o
n [ Select ] ’ Cancel 0% ofll = =
- y Table: Entry -
'on Process NA NA 0% o I
NA NA 0% 0 1. Filter a + [ |Highlight Help

iii. Visual Reports
In contract to the standard and custom reports, visual reports present information graphically. Visual
reports are pre-formatted Excel pivot-tables and pivot-charts, as well as Visio pivot-diagrams.

To create a visual report:

1. Go to Projects > Visual Reports.
2. Select the preferred report type tab, then choose from the list of available templates. Click View
once selection is complete.
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Task Resource Project View Developer Format
B e = Status Date: (i 3/23/15 ==
# N - 3
—é—| D’ B = sﬂ Update Project _H’IJ
Subproject Project  Custom Links Between WES Change Calculate Set Mave Visual Rpports Compare @ Spelling
Information Fields Projects - ‘Working Time Project Baseline = Project Reports Projects
Insert Properties Schedule Status Reports Proofing
Task Name . |Act.start _ Act Finish _ |%Comp. . |Act Dur. . |Rem. Dur. Add New Colum| || July 1 | November 21 [April 11 [ Sei
| e/f7 [8/16 [10/25] 1/3 [3/13 [ 5/22 [ 7/31
. | -
0 Project XXXX-XXXX Thu 10/1/15 NA — —
. P Visual Reports - Create Report ﬂ

1 = Project Initiation Thu 10/1/15 NA R P —

2 Define scope/cost est./schedule Thu 10/1/15 NA Select Template Select e

3 PRI NA NA £ dedoe o Bcen® el bicoecftly approprate tab for

4 Prepare and Approve RPM Fri4/29/16 NA Task Summary | Resource Summary | Assignment Summary | - ded al

- — al ‘ [ [ assi vour intended go

B Secure Funding/Authorization NA NA Task Usage Resource Usage Assignment Usage -

3 = Preliminary Design NA NA cay . New Template...

7 NA NA f. Ba sel!ne Report (Metric) Resource Remaining '}

8 Develop PD Submission NA NA 15| Baseline Report (US) @ Resource Status Repo.

a ROW Activities NA NA ,-_I Baseline Work Report Resource Status Repo. Manage Template. ..

; 2] Budget Cost Report Resource Work Availa Sample

20 Design Approval-30% NA NA 1211 Budget Work Report Resource Work Sumim|

11 = Final Design NA NA (21 Cash Flow Report [EH] Task Status Report (M

1z Prepare Semi-Final Design NA NA (2] Cash Flow Report (Metric) (2] Task Status Report (U

Submission 121] Cash Flow Report (US)
5] Critical Tasks Status Report (Metric)

13 = . .
. Permit Acq-ulsltlon Process NA NA (5] Critical Tasks Status Report (US)
c OEP Review NA NA 21 Earned Value Over Time Report
g 15 DEEP Review MA MNA H|Resource Availability Repert (Metric)
el 16 = ROW Acquisition Process NA NA M| Resource Availability Repart (US)
] - »
= B Authorize ROW NA NA T Liseor T

NA NA Select level of usage data to indude in the rqum\MJ._\USt Ol av alla (s} report
19 i i
Last Final Property Maps Delivered NA NA [l include report templates from: Templates
to ROW
Modify...

20 Conduct Evaluations/Negotiations NA NA El

21 Acguire Properties NA NA

22 il i issi - -

Prepare Final Design Submission NA NA Then click View
23 MNA NA
24
i - .
25 DCD NA NA

Issued November 2019

Version 1.0

Page 131 of 140



Connecticut Department of Transportation — COMPASS User Guide

Appendix D: Processing Digital Contractor
Submissions

A. Contractor Submittal Types

The three categories of Contractor submittals identified below are covered, with each being precisely
defined in the Contract (e.g., Owned Special Provision). The following short-hand descriptions are
provided for instructional purposes but are not the controlling definitions:

¢ Shop Drawings supplement the information in the contract documents (e.g., plans and
specifications) and include details, diagrams, etc.

e Working Drawings portray the design of an engineered feature required by the Contract that was
not designed by the Department’s Designer; Working Drawings and supporting information are
prepared and stamped by a Professional Engineer serving as the Contractor’s designer.

e Product Data (Catalog Cut) is product information developed and made available by
manufacturers, such as product specifications, diagrams, installation instructions, etc.

Although Contractors submit other materials to the Department for review, only the three categories
identified above are covered in this Appendix.

B. Summary of Review Process and Roles

As parties to a contract, the Contactor and Department have specified responsibilities. This summary is
an overview of the Contractor submittal review process.

Timely, coordinated and effective communications are essential to the successful and equitable
completion of the Contract. Generally, the Department is required to respond to a Contractor submittal
within 30 calendar days of its receipt, with 20 additional days allowed to process any necessary
resubmissions. Special provisions may alter this typical timeline.

This section summarizes key points related to processing digital Contractor submissions with a focus on
Department responsibilities and coordination. The following summary is intended to be an
instructional overview. It is important to understand that the contract documents (i.e., included
special provisions), not this summary, control the actual requirements and should be referenced for
all project decisions.

o Shop Drawings along with supporting information (e.g., transmittal, etc.) are submitted by the
Contractor to the Department’s Designer for review. Upon completion of the review and
applying digital comments, the appropriate discipline (i.e., Bridge, Highway Design, Traffic
Engineering) Department Designer stamps each shop drawing sheet and, at a minimum, the cover
sheet of any multi-page support documents with the (digital) Action stamp. Communications
between the Contractor and Department Designer (e.g., digital submittal, notification of review
completion) are described in the Coordination and Communication section.
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¢ Working Drawings along with supporting information (e.g., transmittal, calculations, certificates
of insurance) are submitted by the Contractor to the Construction District for review. Working
Drawing submissions involving structures and complex engineering (see Construction Manual for
examples) should be reviewed by the Department’s Designer. When requested by the
Construction District, the Department’s Designer for the appropriate discipline (i.e., Bridge,
Highway Design, Traffic Engineering) reviews the submittal and stamps (with Review Stamp)
each Working Drawing sheet and, at a minimum, the cover sheet of any multi-page support
documents. The Department Designer should stamp the document to show the Department’s
“Recommended Disposition.” The Construction District should evaluate the Designer’s
comments and recommendations and meet with the Designer and/or Contractor to resolve any
conflicts. After considering the Department’s Designer review comments and other pertinent
information, the Construction District will make appropriate adjustments to the comments and
stamp (with Action stamp) each Working Drawing sheet and cover of associated support
documents. For submittals involving Construction-only review, the Construction District applies
digital comments and stamps each Working Drawing sheet and, at a minimum, the cover sheet of
any multi-page support documents with the (digital) Action stamp. Communications between the
Contractor and Construction District and between the Construction District and Department
Designer are described in the Coordination and Communication section.

e Product Data (Catalog Cut) is submitted by the Contractor to the Department’s Designer for
review. Upon completion of the review and applying digital comments, the appropriate discipline
(i.e., Bridge, Highway Design, Traffic Engineering) Designer stamps relevant portions of the
submittal with the (digital) Action stamp. Communications between the Contractor and
Department Designer (e.g., digital submittal, notification of review completion) are described in
the Coordination and Communication section.

The Department uses Action stamps (and if appropriate, comments) to notify a Contractor of a submittal’s
disposition. The precise meanings of Action stamps are defined by the specifications (i.e., special
provision). The following are paraphrased definitions:

e No Exceptions Noted means the Department’s reviewer has not observed anything in the
submittal different from what is called for by the Contract requirements and the Contractor may
proceed provided that any manufacturers’ warranty called for by the Contract can be fulfilled.

o Exceptions as Noted means the considerations or changes noted by the Department’s reviewer
are required and, after reviewing required changes, the Contractor notifies the Department’s
reviewer if the changes violate a Contract provision or lessen any warranties. The Contractor may
proceed with the work covered in in the submittal.

o Revise and Resubmit means the Department’s reviewer has identified and noted statements or
features that appear different from what the Contract requires. The Contractor is required to
revise the submittal(s), based on the reviewer’s comments, and resubmit for another review. The
Department may take such additional time (typically 20 days) to review resubmissions.

e Rejected means the Department’s reviewer has identified and noted one or more statements or
features that are different from what the Contract requires. The Contractor is required to revise
the submittal, based on the reviewer’s comments, and resubmit for another review. The
Department may take such additional time (typically 20 days) to review resubmissions.
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Review stamps, as opposed to Action stamps, are used for intra-Department (including Department
consultant Designers) coordination. Specifically, review stamps are used by Department Designers when
requested by a Construction District to review Working Drawings. Review stamps have the following

meanings.

e Reviewed, No Comments means the Department’s Designer has reviewed the submittal and takes
no exception. The associated Recommended Disposition (in the Working Drawing Response
Memo) is No Exceptions Noted.

¢ Reviewed with Comments means the Department’s Designer has reviewed the submittal and
identified concerns. The associated Recommended Disposition (in the Working Drawing
Response Memo) is one of the following: Exceptions as Noted, Revise and Resubmit or Rejected.

Working Drawings reviewed by the Department’s Designer are returned to the Contractor with two
stamps. The Department Designer applies the Review stamp first and then the Construction District

applies the Action stamp.

The application of Review and Action stamps is summarized in the tables below.

PARTY RESPONSIBLE FOR STAMPING CONTRACTOR SUBMITTALS

Stamp

Submission Category

Shop Drawings

Working Drawings

Product Data

Action

Department’s Designer

Construction District

Department’s Designer

Review (Optional

Department’s Designer
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DESCRIPTIONS OF COMMON STAMP USAGE

Stam . .
— As Used By Description of Typical Use
Type Facsimile
Action ACTION STAMP Department’s | Department’s Designer reviews
SRE—— % Designer submittal (shop drawings, product
i A data), makes applicable comments,
e — - — applies stamp and responds to
DESIGNER SIREVIE.\;{‘ISVTFOR)S,rIY\:FR/‘!\E, %ONFOR':\ANCT WHAH
RELIEVING THE CONTRACTOR FROM COMPLIANCE WITH THE Contractor

PROJECT PLANS AND SPECIFICATIONS, NOR DEPARTURES
THEREFROM. THE CONTRACTOR REMAINS RESPONSIBLE FOR
DETAILS AND ACCURACY, FOR CONFIRMING AND
CORRELATING ALL QUANTITIES AND DIMENSIONS, FOR
SELECTING FABRICATION PROCESSES, FOR TECHNIQUES OF
ASSEMBLY AND FOR PERFORMING THEIR WORK IN A SAFE
MANNER

CONNECTICUT DEPARTMENT OF TRANSPORTATION
BUREAU OF ENGINEERING AND CONSTRUCTION

By: bourgoinbr Date: 5/18/2017
Review DESIGNER'S REVIEW Department’s | When requested by Construction
Reviewed, No Comments = Designer District, Department’s Designer
iy - reviews working drawing submittal,
This Stamp Shall Only be Applied to notes any comments, applies stamp
orkin rawings - - -
SRR v SRS and transmits response, including
BUREAU OF ENGINEERING AND CONSTRUCTION - -
bourgoinbr Working Drawing Response Memo to
e - Construction District.
Action ACTION STAMP Construction Construction District evaluates
m— District submittal (Working Drawings),
Exceptions as Noted - - -
Revise and Resubmie L] determines if review by the
e o Department’s Designer is needed,
DESIGNER'S REVIEW IS FOR GENERAL CONFORM;{NCE wn_H .
RELIEVING THE CONTRACTOR, FHEM COMPLIANCE WItH THE evaluates submittal, resolves any
PROJECT PLANS AND SPECIFICATIONS, NOR DEPARTURES Py .
THEREFROM. THE CONTRACTOR REMAINS RESPONSIBLE FOR Department S Des1gner Comments,
DETAILS ANE) ALLURA(V,V FOR LON‘F]RM[N(; AND . R
SELECTING FABRICATION PROCESSES, FOR TECHRIQUES OF makes / adjusts applicable comments,
ASSEMBLY AND FOR PERFORMING THEIR WORK IN A SAFE -
MANNER applies stamp and responds to the
CBUREAU GF ENGINEERING AND CONSTRUCTION . Contractor
By: bourgoinbr Date: 5/18/2017

Details for installing the stamps are included in Appendices A and D of the CTDOT Digital Project
Development Manual.

C. Coordination and Communication
COMPASS facilitates efficient communication between the Contract parties as summarized below.

e Submittals by Contractors: When the Contractor uploads submittals using the COMPASS
S&T Application, appropriate Department staff and consultants will receive an auto-generated
email notification and be able to access the following information directly in COMPASS:

o Project number and town (e.g., Project No. 0015-0999, Bridgeport)

o Project description (e.g., 1-95 over Metro-North Railroad)

o Submittal type (e.g., Shop Drawing, Working Drawing, Product Data)
o Submittal description
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o List of documents included in the submittal

o Acknowledging receipt of submittals: The Contractor’s submittal will populate in the
Submittals / Transmittals table as soon as the submission is processed. This serves as
acknowledgment of receipt.

e Intra-Department Coordination (For Working Drawings): If the Construction District
determines a Department Designer review of a working drawing submittal is necessary,
COMPASS is used to request the review. The Department’s Designer responds to the
Construction District using COMPASS.

e Conclusion and Response: When the Department’s review is complete, including placement of
an Action stamp, an automated email notification is sent to the Contractor and the S&T table
updates the Review Status.

Each participant (e.g., submitter, reviewer, etc.) is required to use the COMPASS S&T tool.

D. Process Conclusion

The Contractor must make the required corrections and repeat the submittal procedures until all the
submittals are stamped as “No Exceptions Noted” or “Exceptions as Noted.”

After a submittal has been stamped with “No Exceptions Noted” or “Exceptions as Noted” the Contractor
is required to provide paper copies, either as specified or as directed.
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Appendix E: Bluebeam 2016 Integration

To set-up the SharePoint / Internet Explorer integration using Bluebeam 2016:

1. From the Start menu, open Bluebeam Administrator 2016.

2. Select the Revu tab

Blucbheam Admmistrator N ' - |DL§‘
Fie Took Hely

Plugins | Net Config | Printer | Logging @
Plug into Apphications:

(] Microsoft Office - Revu 2015

¥ Microsoft Outiook - Revu 2016
¥ ProjectWise Explorer - Revu 2016 3]
SELECT THE REVU TAB biusbeaam:

Cheaing this selection will iced the
plugin into Microscht Office 2007 -
2016 - Revu 2018

NOTE: Applications need 1o be restarted for plugin to be activaled/deactivated

sty | [ o Cancel |

3. Check the box to Display PDF in Internet Explorer
4. Select Apply

5. Select OK to close the Blueheam Administrator window
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6. After setting up the PDF settings, use Internet Explorer to navigate to the correct
submittal in the Submittals/Transmittals table.

7. Select the preferred PDF submittal document.
8. The PDF will open in an Internet Explorer viewer.

9. Select the Bluebeam Revu button in the menu bar.
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SELECT BLUEBEAM
REVU BUTTON

10. A window may display, indicating that Bluebeam Revu is Communicating with
SharePoint (COMPASS pages).

=

:‘h
“n

Communicating with SharePoint...

11. A Microsoft sign-in window will appear. Input the same Office 365 / Microsoft Online
Sign-In information used to access COMPASS.

RE Microsoft

Sign in

12. A window titled SharePoint Open from Web Browser will appear. Select the Check Out
& Open button.
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x|
o istontsionscn 35 SELECT CHECK OUT & OPEN

Name: DISTRICT 3 TEST DOCUMENT Parallel review pdf

From: https://ctgovdot sharepoint .co

13. The document will open in Bluebeam Revu. The user can then edit, mark-up, scrub or
digitally sign the document as needed. Previous versions of the document are preserved
by COMPASS’s Version Control feature.

14. When complete, press save.

15. Close the document by closing the individual Bluebeam tab or closing the entire

Bluebeam program.

16. A window titled Close SharePoint Document will appear. Note: Comments inputted in
this window will not be provided to the Submitter / Contractor. Comments intended for
the Submitter / Contractor must be added to the PDF document itself or inputted in the
COMPASS Comment Pop-Up Windows.

17. Select the Check In button to save any changes. Press Release Checkout if no changes

are made.

Close SharePoint Document 1 x|

- Checkin Comments (optional). -

Document Path: [https://ctgovdot sharepoint. com/projects/0083-0264/Intemal Dc

| PRESS CHECK IN
TO SAVE CHANGES

PRESS RELEASE
CHECKOUT IF NO
CHANGES ARE MADE

WA |

Check in )] _ Update Server Copy | Release Checkout_ _ Cancel |

18. A new version saves in COMPASS. The previous version(s) are preserved through
COMPASS’s Version Control feature.
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